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Preface 

This document represents the culmination of many years of concern 
and effort on the part of the American Vocational Association for the 
accreditatiop of vocational/technical education. The AVA Committee on 
Evaluatioh^'nd- Accreditation was established in 1963 and has expended 
considerable effort in laying the foundatiorj for the work here presented- 

The AVA is grat^'ful for the grant from the U. S. Office of Education 
which has made possible the project in which these materials have been 
developed* 

Accreditation in the past has been a function largely concerned 
with the articulation, of education/ namely, facilitating the transfer 
of students from '^ne level of education to another and between- ins ti- 
tutions with some confidence in the prior preparation repeived. To 
thi>5 end accredit,. tipn has held education accountable for preparing 
students for further education. . 

No comparable and balancing force has existed for holding educa tiers 
accountabie for preparing students for employment. The present effort 
is aimed at filling that void. In recent years entry into the world of 
work has come more and more to demand formal preparation. The need has 
grown so acute that the U. Commissioner of Education has issued a 
call for all education to focus on career education. Career education 
proposes that all education at the elementary and secondary level in--' 
elude general occupational information and exploration. Vocational/ 
technical education is that part of career education {or education in 
general) which specifically prepares persons for gainful employment, 
and from which students depart prepared for successful entry into the 
working world. 

A logical next step "beyond the present study is a study leading to 
criteria and standards for pre-vocational/technical education to assure 
successful articulation. 

Other logical next steps include the refinement of the criteria and 
procedures , and studies of the kinds of information and evidence needed 
to ascertain and document the extent to which criteria are met. ^ 

The instruments will need continuing study as they are used to 
check their validity and comprehensiveness and their applicability in a' 
variety of settings;. Because of the reliance that the public places 
upon accreditation, assurance of validity and comprehensiveness is im- 
portant. Some means must be found to implement such continuing study. 
Reliability of individual items will also need to be checked/ although 
overall reliability^ is more or less built into accreditation by the 
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three-step process which, as a condition of accreditation^ calls for 
three independent opinions in reasonai:>le agreement that criteria have 
been adequately met. 

The staff of the project is to be commended for having organized 
the criteria to make explicit a relationship fundamental to evaluation 
for accreditation. It is a cardinal rule of accreditation that each 
institution be evaluated in terms of its own objectives, rather than 
in comparison with other institutions. Such evaluation calls for in- 
formed judgments at every step by experienced and recognised voca- 
tional/technical educators, witli enough representation from the public 
and from occupational groups to assure public confidence. 

My thanks to all v,'ho have helx^ed in achieving this milestone in 
vocational/technical education. 



Lowell A, Burkett 

Executive D^irector 

American Vocational Association 
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FIELD TEST: 

Conditions of Participation 

This document is a draft of untested instruments and procedures. 
It is meant solely for discussion and for use in field tests. 

The Instriurtents and Procedures are to be field tested in several 
schools selected to be representative of different regions, levels, 
auspices, purposes, and organizational patterns. 

Schools in which field tests are conducted will be expected to con- 
duct a self-evaluation using these instruments and procedures, to use 
the instruments and procedures as instructed or agreed upon with the 
staff of the National Study, to submit a Self-Evaluation Report, and 
to pay the travel, subsistence and incidental costs of the on-site visit 
after the self-evaluation has been completed. Members of the on-site 
Visiting Team are expected to serve without honoraria, and the National 
Study will pay the expenses of its own staff members who will serve as 
observers , 

Participating schools will be provided without cost enough copies 
of tlie Instriments and Procedures for their use in self-evaluation and 
reporting . 

Consultation in the conduct of the self-evaluation study and in 
the preparation of the sel f -evaluation report will be provided without 
cost by the National Study for Accreditation of Vocational/Technical 
Education, National Study staff will orient school personnel in the 
use of the Instruments and Procedures , 

Participating schools v/ill be expected to permit observers from 
the National Study to maintain close watch over the self-evaluation 
study, to keep the National Study informed of their schedules so that 
observers can be present at crucial times, and to share with the National 
Study their suggestions and comments for improvement of the instruments 
arising out of their experience in using them. 

Under normal circumstances, the self-evaluation study and prepara- 
tion of the Self-Evaluation Report would likely be spread over a year - 
or longer. However the termination date of the National Study makes 
it imperative that Self-Evaluation Reports be submitted early in 1972 
so that on-site visitations may be scheduled, results of the self-eval- 
uation studies and on-site visits analyzed, and the instri-jtisnts and 
procedures revised and reprinted. 

The American Vocational Association is not an accrediting agency, . 
and the self-evaluation study and subsequent on-site visit and review 
will not result in accreditation or in any way affect accreditation of . 

O 
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i 

participating schools . 

While accreditation is not involved, participation does provide 
schools with consultation and instruments that would cost thousands 
of dollars if the schools had to buy the service independently of the 
Study. 

,For the staff of participating schools and for members of the on- 
site Visiting Teams, participation in the study is an opportunity for 
professional growth and an in-service development activity of the highest 
order, as well as an opportunity to make a real contribution to the 
field and tc have a hand in giving it direction. 

Wholehearted participation in the field test should be a stimulating 
and rewarding experience — an exciting venture into helping give shape to 
the future and bring new prestige and status to vocational/technical edu- 
cation . 

It was the intent of the National Study that the Instriments and 
Pr'ocediires should be useful to schools as part of tlieir routine evalu- 
ative processes, rather than something special and apart from day to day 
operations. They were meant to aid schools in evaluations demanded by 
boards and administrators, and to provide for the documentation and 
substantiation needed in this day of public concern for accountability. 
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introduction 



This document was prepared by the National Study for Accreditation 
of Vocational/Technical Education, a project conducted by the American 
Vocational Association and funded by the United States Office of Education. 

The project aimed at developing evaluative criteria and guidelines 
for standards and procedures which could be applied to vocational/techni- 
cal education at all levels regardless of its setting: 

1. To provide a means for identifying quality progrcims 
for prospective students, tneir parents, guidance 
coiinseloi^s , other institutions, the public, and 
funding agencies. 

2. To enhance the ability of vocational/technical edu- 
cation to meet the nation's manpower needs by main- 
taining and further irt^roving its status and creating 
a deeper sense of professitJ^alism among vocational/ 
technical educators. 

3. To clarify purposes and objectives of vocational/ 
technical education and promote coheslveness and 
self -evaluation in vocational/ technical education. 

The project Steering Committee recommended developing a statement 
of characteristics of quality vocational/ technical education, and guide- 
lines by which the characteristics could be identified. The group agreed 
that '^guidelinefi provide the njeans of identifying significant charaater-- 
istioe by which to evaluate a vocational/technical institution or prograun." 

On the recommendation of the Committee, two evaluative instruments 
have been developed, one for programs, and one for institutional elements 
not included in program evaluation. 

The characteristics have grouped themselves rather logically into ^ 
three parts : 

1. Distinguiahing ChavaoteirL8tio8 — an itemization of 
characteristics synthesized from a variety of. sources, 
stating the characteristics that disting\d.sh vocational/ 
technical education within the educational community. 

2. ObjeotiveS' — what they are and how well they are stated 
auid used; how suitable tliey are for the clientele; and 
how well they are achieved. 

3. Structure and Means for establishing and achieving 
objectives: the organization, framework, resources, 
and processes needed to plan, conduct, and evaluate 
quality vocational/technical education ^ 

At the present writing, some guidelines are more appropriate to some 
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institutions than to others ♦ The desired quality of universal applica- 
bility has not yet been achieved* The guidelines^ therefore, must be 
interpreted in light of the objectives and circumstances of each insti- 
tution in which they are used. Some guidelines, for example, will not 
apply in small, highly specialized, liniited-purpose institutions. Pro- 
vision is made for a rating of "Not applicable." 

Each characteristic should be evaluated separately. The guidelines 
following sach characteristic are meant Nas aids to analysis. The rating 
for each characteristic should not be a statistical average of the guide- 
line ratings which follow. Rather each characteristic should be evaluated 
in light of the strengths, weaknesses, and needs revealed by the detailed 
analysis. 

In developing this draft, more than five hundred pieces of literature 
on accreditation and evaluation have been examined, and meetings anr7 inter- 
views have been held with numerous people. Special consultants have 
worked with the staff from time to time. 

Accreditation up to the present time has tended to be process- rather 
than product-oriented? that is, closer scrutiny has usually been given to 
the institutional B^^^ing than to the outcomes of the educational* process 
o^ to the changes that have taken place in persons who have been enrolled. 
In developing the characteristl'^cs and guidelines herein, an atten^Jt has 
been r^de to take note of educational outcomes as well as input factors. 

It is recognized that the quality of an educational institution can- 
not be determined on the basis of outcomes alone, because outcomes are 
determined by many factors of which quality of instruction is only one. 
The quality of absolute output, for example, may be more determined by 
an institution's admissions policy than by the quality of its instruction. 
« . 

Measures of output in themselves carry variable meanings and require 
interpretation in light of circumstances. Placement, a commonly used 
measure of output, means one thing in a tight labor market and another 
during periods of high unenqployment? placement in competitive fields is 
quite different from placement in fields of short labor supply. 

The instruments attempt to present some indicators of success re- 
garding quality vocational/technical education. They attempt to present 
guidelines by which to measure superior teaching. . Ihey emphasize place- 
ment activities and the follow-up of graduates and school leavers.^ They 
attempt to go further in the examination of Advisory Committees than 
most evaluative instruments have done. They attempt to direct the char- 
acteristics and guidelines specifically to vocational/technical education, 
realizing that it has many unique features. 



Lane C. Ash, Project Director 
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Purpose of the lnstru;ents 

Instruments contained herein are meant to be used in the evaluation 
of vocational/technical education. For purposes of this document, voca- 
tional/technical education is defined as that education, under whatever 
n^e , which provides training or retraining for entrance, advancement, 
or upgrading in a specific occupation (or cluster of occupations requiring 
a common core of preparation). 

For purposes of these instruments, vocational/ technical education is 
that education which starts after the choice of an occupation and prepares 
specifically for the chosen occupation. 

The instruments make no distinction between secondary and postsecon- . 
dary vocational/ technical educ^^on. They aro built on the assumption 
that while content, methods and prerequisites may vary, certain character- 
istics are common to quality vocational/technical education regardless of 
setting, level, auspices, or location. 

Two basic instruments are included, institutional and program, plus 
auxiliary forms. The term "program" refers to that portion of an insti- • 
tution's total vocational/technical education offerings which is designed 
to prepare for entry into a particular occupation or cluster of occupations, 
or to enhance proficiency in the occupation. 

The program form is meant to be used to evaluate each program in the 
institution. The institutional form is meant to evaluate factors not 
inoluded in program evaluation. Neither form is complete in itself; each 
is designed to be used in conjunction with tJi|e ether. 

Three major steps are planned for the evaluative process: 

1. An in-depth self-evaluation study; 

2. An on-site verification or audit by a team of 
qualified people from outside the institution; and 

3. A review by cin independent third group, based on 
evidence in the Self-Evaluation Repo:rt and On-Site 
Visiting TeaiiX Report. 

The same instruments are used in all three steps, and each step 
generates information used in succeeding steps. 

The three-step approach is designed to meet the needs of accrediting 
agencies which may wish to use the instruments in the accrediting process r 
to emptjasize the importance of documentation in evaluatioh, ctnd to pro- 
vide ce^ain other benefits. 

; ■ C-< ■' ■ . ■ ■ . ■ . •/ 

The instruments can be used for self-evaluation without the other 
steps. However, unconfirmed self-evaluation carries little weight and 
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provides no means by which to check thinking^ interpretations*, and con- 
clusions against those of others. The on-site visit and subsequent re- 
view bring motivation, confirmation, reduction of bias, fresh ideas, and 
broader comparability in interpretation of meaning. The relationship 
with an outside group can be especially useful in helping a school stay 
on a schedule of planned improvement, if the relationship is sustained 
with continuing interest and follow-up, as happens in accreditation. 

The self-evaluation study should provide staff members with a sys- 
tematic means of analyzing institutional and program operation and should 
help them gain new perspective and insights into the various institutional 
operations and resources open to them. It provides an opportunity for 
a kind of in-depth study that is otherwise often not possible in the or- 
dinary course of work. 

The distinction between the function of the institution and that of 
the on-site Visiting Team should be clearly understood* Evaluation is a 
responsibility of the institution itself . The examination by the Visiting 
Team is in the nature of an audit, rather than evaluation per se. 

Visiting Team members verify the accuracy of data reported by the 
institution; they check the extent to which reported data give a f ullt and 
true picture of actual conditions and operations? they verify the extent 
to which outcomes coincide with stated objectives and with need; and they 
check the adequacy of the institution's systems for producing data needed 
for decision-making, evaluation, and quality service* 

Review by a third ^^^o^P helps to bring about comparability in the 
application and interpretation of instruments ; inasmuch as the same re- 
viewing group will normally be reviewing materials from many institutions. 
By drawing, on its broader experience, the review group is also in a po- 
sition to iiaprove the evalur^tiv^ instruments and procedvires and to resolve 
an_, differences of opinion between institutional personnel and on-site 
visitors • 

In practice, differences of opinion usually can be resolved with 
further study, so that in the end all three groups will be in agreement 
as to the facts in the case and what needs to be done. 

It is the responsibility of the reviewing agency to provide con- 
sultation in connection with the self-evaluation; to appoint an impartial 
and qualified Visiting Team and supervise its activities ; amd to provide 
for the evaluation and improvement of the evaluative instruments and pro- 
cedures. It also arranges for the public certification of findings if 
such certification is to be made. 

The instruments can be used to evaluate parts of an institution, 
but greater benefit will accrue when they are used in a full-scale insti- 
tutional and program evaluation, inasmuch as many of the factors contrib- 
uting to successful vocational/technical' education can only be changed 
at the institutional level. For example , the relationship between an 
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institution's vocational/technical education component and other parts 
of the institution is likely to be a determining element in morale and 
attitudes; institutional policies r practices and support services affect 
the quality of services programs can render; and the understanding and 
cooperation of all professional people in the institution is important 
if related instruction and other services are to be relevant and adequate 
for their pxirpose . 

The instruments are not meant to be used in "grading" institutions 
or comparing one institution with another. Rather, each institution 
judges itself on the basis of how well it meets its own stated objec- - 
tivesr and how well its stated objectives fit the needs it is expected 
to serve. The instruments differentiate between so-called "product" 
(objectives and outcomes) , and "process" (structure and means employed 
in the conduct of vocational/technical education) . 
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INSTRUCTIONS: 

Use of the Instruments 



An institution undertaking to use these instruments and procedures 
to evaluate itself and its vocational/t:echnical education activities will 
want to do so with the full support cuid authorization of its governing 
board. 

For the study to be fully effective the cooperation of all concerned 
should be obtained in advance ^ and participation should be as broad as 
possible. 

STEP 1: THE SELF-EVALUATION STUDY 

Once the decision has been made to undertake a self-evaluation study, 
the head of the institution*will want to appoint a Steering Committee 
charged with overall responsibility for the self-evaluation. If possible, 
he should himself serve as its chairman. 

The Steering Committee charts the overall cotarse of the self-evalu- 
ation study, appoints working committees to conduct different parts of 
the study, orients other members of the institutional community to the 
self-evaluation, outlines a time schedule, and assures that committees 
have necessary materials with which to work. The Steering Committee or 
a committee it appoints, must be responsible for assembling and emalyzing 
reports of other committees and preparing a statement of strengths/ weak- 
nesses, and plans for in^rovement from the standpoint of the institution 
as a whole. 

In kSfeping with the idea of self-evaluation, the people most closely 
concerned should be involved with the portions of the self-evaluation 
pertaining to their work. Committees will serve their purpose best if 
they are broadly representative of the different echelons and parts of 
th^ institution concerned so that the self-evaluation can help staff 
members better understand each other's work and function, and thus result 
in closer coordination of effort. The exchange of information in broadly 
representative ccxnmittees can also help institutional personnel learn 
about and use more effectively the resources and services the institution 
provides for them. 

The institution may have on its staff peopli^-? vhose duties include 
evaluation^ Their role and their relationship to the self-evaluation 
study will need to be determined. They should, in any eVent, be avail- 
able to committees as resource people. 
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WORKING COmiTTEES 

It is desirable to have a working committee for each institutional 
characteristic and for each program. 

It is suggested that committees evaluating institutional character- 
istics include the people most directly concerned with the characteristic^ 
plus a member of the faculty, administration, student body, and General 
Advisory Committee* 

On program evaluation comniittees, it is desirable to include the 
head of the program, an instructor, a "related" instructor, a student 
representative, the chairman of the Occupational Advisory Committee 
serving the progra^n, and a member of the school administrative staff. 
A program alumnus and cooperating employer can profitably be included. 

Some people may have to serve on more than one committee. Inasmuch 
as it is- desirable to have administrative personnel and related instruc- 
tors represented on each program committee, and program personnel on each 
institutional committee, central coordination of committee memberships 
and schedules may be necessary. Such coordination is a responsibility 
of the Steering Committee. 

It is suggested that program committees meet once a week and dis- 
cuss one or two characteristics at each meeting. Less frequent meetings 
can be used if the time schedule permits. Alternatively, part of the 
work might be done in a weekend workshop or workshops, as an in-service 
training activity. 

It is desirable to hold periodic meetings at which committees can 
report briefly to the entire staff and submit completed portions of their 
written report to the Steering Committee. This procedure helps bring 
about an exchange of ideas and coordination of effort, and helps assure 
that committees stay on schedule. Committees should, of course, be free 
to revise reports in light of later findings* Such revision is likely 
to be necessary by the end of the self-evaluation study if it has served 
its purpose of stimulating iitprovements . 

If infojnnation is needed beyond. that commonly gathered by the insti- 
tution, committees may need to meet over a period of time aind perhaps put 
in considerable effort in collecting and analyzing data» Plans for any 
data collection should be coordinated to maximize results/ avoid dupli- 
cation of effort, and assure good relationships with the people who must 
supply the data* 

Each faculty -member should study the Inetrwnente and Procedures in 
relation to his or her own work, and should have an opportunity to pro- 
vide input into reports of those prograjtB or parts of the institution 
with which he or she is concerned. 
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After all reports are in, t-he Steering Committee consolidates and 
analyzes them, synthesizes findings, and prepares a statement of major 
strengths, weaknesses, and plans for improvement from the overall insti- 
tutional perspective. This final report should be presented to the en- 
tire faculty for information and concurrence, inasmuch as it represents 
the culmination of their efforts, synthesizes suggestions for improvement 
which they will have to implement, and establishes priorities* The re- 
port ^.so needs the approval and support of the governing body. 



The Report forms a blueprint for institutional improvement and needs 
to be available to institutional personnel involved in carrying out the 
plans for improvement. It can serve as a textbook for in-service staff 
development, and pairts or all of the Report can be used to represent the 
institution before outside groups. 

SUGGESTIONS FOR COMMITTEE AMBERS 



In using either form: 

1. Look through the entire form to gain familiarity with it. 

2, Work with one aharao tens tie at a time. Evaluate your program 
or institution in terms of each guideline following the characteristic, 
using the following code : 



M = Major improvement needed. Some crucial weakness or 
inadequacy. 

I = Improvement needed. Weaknesses are of a less serious 

nature than those coded "M. " 
S = Satisfactory; adequate. 
E = Excellent; very well done. 
NA = Not applicable. 



[Items that do not apply should be marked "NA** etnd an explanation made 
in the Supporting Evidence part of the report- The remaining items are 
marked "M," "I," "S," or "E," according to the committee's collective 
judgment^ In the Supporting Evidence the committee should include the 
evidence on which it based its conclusion, or describe the evidence or 
the basis of tiiC evaluation. Evaluations of NA, M, I, or E should be 
explained. ] 

As you go, make notes as to what the guidelines reveal to you 
about the program or institution: its major strengths, weaknesses, 
and needs for improvement. Indicate what plans you have for making 
inprovements , 

3, Following the guideline-by-guideline analysis, evaluate the 
program or .institution in terms of the characteristic as a whole. This 
evaluation should not be an average of evaluations entered after indi- 
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vidual guidelines, but rather an evaluation in Light of the strencjths, 
weaknesses, and needs for improvement revealed by the detailed analysis. 

4. After evaluating the program or institution in terms of each 
characteristic, evaluate it as a wholes using information revealed by 
Uie preceding analyses, and setting forth tiie major strengths, weaknes- 
ses, and planu for improvement. 

1 NUI VIDUAL SELF-E VA LUATION 



No sel f -evaluation would be complete witliout an opportunity for each 
member of the staff to evaluate his or her own contribution to the pro- 
gram and institution and to make known his oi her own needs and plans for 
improving his work. 

In addition to tlie forms for institutional and program evaluation, 
tlierefore, a form is provided for individual self-evaluation for each 
member of the professional staff. 

The Individual Set f -Evaluation Form is designed to encourage indi- 
vidual staff members to analyze their own work in light of the character- 
istics and guidelines, to stimulate self-development, and to yield sug- 
gestions for improving the institution and the self-evaluation instru- 
ments and procedures. The form is also a systematic means for collecting 
.and reporting data about the qualifications of the people who make up the 
ins titut ion . 

Each member of the professional staff sliould complete a copy of the 
Individual Self-Evaluation Fomi and include it with the Self-Evaluation 
Report submitted to the reviewing agency. The Visiting Team and review- 
ing agency will be looking at these forms not to evaluate individuals, but 
rather to note qualifications and functions of the staff in toto* 

SUMl-iARY OF SELF-EVALUATION 

A Summary of Self -Evaluation form is included for the benefit of the 
institution as well as that of the Visiting Team and reviewing agency. 
The Sumniavy permits seeing at a glance the strengths and weaknesses of the 
institution and highlights areas that need special attention. The form 
should not be used to compare programs within an institution or to compare 
one institution with another. The evaluationii are too subjective for that. 
Rather, the form sliould be used to signal a need to take note of areas 
needing special attention . 
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STEP 2; THE ON-SITE VISIT OR AUDIT 

Following roceipt of the school's Se 1 f-Ev^iluation Report, the re- 
viewing aci'^-?ncy apfjoints a Visiting Team of outside experts. The team 
visits tixe scb.ooi to verify information in the Self-Evaluation Report, 
to determine the extent to which the Report accurately and fully re- 
flects actual conditions Ln the institution, to evaluate the institu- 
tion's systems for conducting valid self-evaluation, to verify tlie ex- 
tent to which outcomes correspond wL%h need and with stated objectives, 
and to supplement the Sel f-Kvaluation Report with additional data and 
docunien ta tiorj v/here needed. 

The Visiting Team needs to include an expert in each of the occu- 
pational areas for whic)i preparation is offered, plus experts in school 
administration and other specialized areas- It is recomxnended that at: 
least some of the occupational specialists be practitioners from outside 
the educational milieu. 

Names of proposed memh)ers of the Visiting Team are normally submit- 
ted to the school well in advance, with the school having the right to 
reject any of the proposed names . 

The Visiting Team chairman calls team members together and orients 
them to their work, A schedule is worked out and each team member is 
as.^igned specific responsibilities in line with his expertise. The sched- 
ule needs to include time for preparing subcommittee reports and final 
reports and Cor verifying with school personnel any factual elements that 
are in doubt. 

Before the team leaves the school, the team chairman meets with the 
school head for aii exit interview. It is usually left to the discretion 
of the school head to determine what otlier people i if any, should be pre- 
sent at the exit interview. The school head will often want the entire 
school staff present. 

The school will need to make available to the Visiting Team a room 
where the team can meet and work in privacy- The room should be large 
enough to accommodate the team and should be equipped with desks or ta- 
bles, chairs, a typewriter or typewriters, chalkboards, pencils, paper, 
carbon paper, and newsprint pad with water-based felt markers, 

The school should not arrange social events for the Visiting Teain; 
the team needs to be free to use its time to compare notes and work on 
reports- Lunch and dinner meetings are common for this purpose and may 
be extended - 

Each member rif the Visiting Team should have a copy of the Program 
Self-Evaluation Report for the program he is to examine, plus a copy of 
the Institutional Self-Evaluation Report. 
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Each instructor should be observed and interviewed if p^^ oible, 
Tecun members should introduce themselves and observe courteously and 
unobtrusively. They should set instructors ease and thank thein up- 
on leaving- 

The teain is not in the school to find fault, but to verify and 
supplejnent facts. It is there at t}ie school's own invitation, Vt'hile 
exchange of ideas is inevitable and an important by-product of the team's 
visit, its primary purpose is not consultation with school personnel. 
It is Uiere to verify the accuracy of information repotted in the Self- 
Evaluation Report; to determine the extent to which the Self-Evaluation 
Report accurately reflects conditions in the^ institution; and to deter- 
mine whether the conclusions reached by the institution appear warranted. 

The purpose of the three-step sel f-evaluat ion : verification : review 
procedure is not only to provide a means for self-improvement but also 
to provide a basis for certifying to the public that the school does 
meet its stated objectives, find is adequately organized and equipped to 
fulfill its obligations to its clientele and students. 

The team is an agent not of the school, but of the reviewing agency 
whose responsibility it will be to make any public certification of the 
school. The reputation of the reviewing agency and the quality of its 
service to the school and to the public will rest upon the integrity and 
competence with which it, and its agent the Visiting Team, conduct their 
work - 

A thorough and impartial team examination plus an independent review 
of findings are benefits the school has a right to expect. Anything less 
will cause disappointment among school personnel and lead to a discredit- 
ing of the process. 

VISITING TEAM REPORT 

%i 

On the Institutional Form and Program Form of the Self-Evaluation 
Report from the school, teaan membeis can make light pencil checks of 
agreement or disagreement with the school's evaluations. Later, after 
the team reaches consensus , a red check can be put after those eval- 
uations with v^ich the team agrees. When in disagreement with the 
school, the team can enter its own evaluation in red. 

All copies of the Institutional Form and Prograin Form will be re- 
turned to the reviewing agency for subsequent use by reviewers. It will 
be convenient for the reviewing agency if all copies of the forms that 
the team uses are marked in red with the team's evaluations. One copy 
should be marked "Official Team Report" and the chairman should make sure 
that it is complete and accurate- It will be the permanent file copy* 
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On Siipareite sheets, the team should report its findings ai^d tlie fac- 
tual elements of siynificance unreported by tiie school or at variance 
with those reported by the school. If strengths exist or improvements 
are needed other than those reported by the school, the report should in- 
dicate what they are so that follow-up evaluations in the future can 
determine v;hether corrective action has been taken. 

There is no need to repeat what ti-^e school itself has reported, al- 
tiiough it will be helpful to the reviewing agency if the team makes some 
indication in each instance that it has checked the evidence and agrees 
wi th the school . 

Copies of the Visiting Team's narrative report should be submitted 
to the reviewing agency. One will be forwarded to the school head. The 
chairman of the Visiting Team can arrange for the typing and reproduction, 
and can include the cost of secretarial service for this purpose in his 
expense statement. 

All copies of the Self-Evaluation Reports ajid accompanying materials 
should be returned to the reviewing agency. They will be used, along 
with the team report, in the review. 

To protect against loss in the mails, copies should be mailed in 
different envelopes at different times, and the chairman should retain 
a carbon of his report. 

The Self-Evaluation Reports and team reports are confidential ^ con- 
taining privileged information, and it is the responsibility of the team 
chairman and reviewing agency to assure that all copies are accounted 
for and disposed of as agreed upon with the school. 

Members of the Visiting Team must be cautioned that they must regard 
all information obtained ab)out the school as confidential and privileged 
cind not to be divulged. 



E VA LUATION/QUALITY CONTROL/COl^AMBILITY 



Immediately following the team's visit, and before receipt of the 
team's report, the school head should send to the reviewing agency his 
confidential evaluation of the work of the team, together with his sug- 
gestions as to how the examining visit could have been made more effec- 
tive. The reviewing agency will have a file of people who serve as 
visiting team members; all of them will have been recommended for their 
expertise, but some will be more effective than others as visiting team 
members and the reviewing agency needs to know this. Even though the 
reviewing agency sends an observer to observe the instruments and proce- 
dures in use^ and/or to try to improve compara±iility in the application 
of the instruments by observing variability in teams, the school's eval- 
uations will provide valuable information. In some instances a special 
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form may be provided. 

SCHOOL [{ESim'JE 



Upon receipt of his copy of the Visiting Team Report, the sciiool 
head should study it and send his reaction to the reviewing agency. 
Factual elements of the report should have been checked for accuracy 
at tl\e school by the team, but if any errors do exist, the school head 
will want to advise the reviewing agency as to what they are. He will 
also want to report what improvements the school has made or intends 
to mcike as a result of the team*s visit ar:d its report. 

STEP 5: REVIBV 

The third step in the sel f -evaluation: verification : V'^ivieu^ process 
is the review. Review of all reports by a single, continuing body is 
aimed at increasing comparability in the use of the instruments and pro- 
cedures . 

The reviewing agency notes and compensates for variability among 
Visiting Teams in applying and interpreting the instruments. It observes 
and evaluates the instruments and procedures in use and improves them. 
It offers instruction in their use. It watches for and corrects sources 
of misunderstanding and problems of definition and interpretation. It 
serves as a central source for receipt of pertinent information to cor- 
relate with that reported by teams and schools or to use in improving 
instruments and procedures. If any public certification is to be made, 
that, too, is the responsibility of the reviewing agency. 

The third step has also the function of increasing the reliability 
of evaluation, in that the process calJ s for three independent judgments 
to be essentially in agreement prior to any public certification. 

The school head can expect to receive a report from the reviewing 
agency itemizing the school *s major strengths and weaknesses as perceived 
by the reviewing agency in light of all evidence from the school, from 
the Visiting Team, and from any other sources available to the reviewing 
agency. The report will probably indicate which of the weaknesses, in 
the opinion of the reviewing agency, are sufficiently serious to inter- 
fere with the school's fulfillment of its obligations to its students and 
clientele. 

If accreditation is involved, the reviewing agency will indicate 
what corrective action, if any, is necessary to achieve accredited status. 
If the consultative relationship between the reviewing agency and the 
school has been effective, and if the school is seriously interested in 
self-improvement and has maintained an appropriately close relationship 
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with tbe professional organizations in its field, by the time it comes 
up for accreditation it should itself have become aware of and taken 
action to correct any weaknesses that would seriously interfere with 
achieving accredited status. 

One of the characteristics of a good vocational/technical school, 
as indicated herein, is that it does have adequate systems for ev^al- 
uating itself, feeding back evaluation results, taking corrective action, 
and re-evaluating in a self-correcting, self-improving process. 



RIGHT OF hPPEAL: ' ''DUE PROCESS'' CONSIDERATIONS 



Even with all parties participating in good faith, there may occa- 
sionally be instances in which (disagreements arise with regard to the 
granting or withholding of accreditation. Inclusion on a list of bona 
fide accredited schools has value which can be computed in monetary 
terms. This was true even before 1952 when legislation first made cer- 
tain Federal benefits contingent on accreditation by a recognized accred- 
iting agency. Since then a variety of Federal benefits have been made 
dependent upon accreditation, forcing on it a quasi-govermnental status. 

In recent years there has been inclination on the part of some 
schools to contest any delay or failure in achieving accredited status. 
The best available legal opinion is that so long as standards are equi- 
tably applied and procedures give schools ad^gijjiate safeguards, the 
courts will not interfere with the^decisions arrived at by the accred- 
iting agencies. 

If a school disagrees with a decision of an accrediting agency, it 
normally has the right to appeal to the accrediting agency. 
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INSTITUTIONAL FORM 

instnimeiits and procedures for fke evaSuatson of 
vocational/technkal education institutions and programs 



THIS FORM IS DESIGNED TO BE USED IN CONJUNCTION 

WITH THE PROGRAM FORM OF Instruments and Proae-' 
dures for the Evaluation of Voaational/Teohniaal 
Education Institutions and Programs, neither 

FORM IS COMPLETE IN ITSELF. 



V 




national! study for accreditation of vocational/ tedmical education 

AMERICAN VOCATIONAL ASSOCIATION 
1510 ''IT' Street, Northwest 
Washington, D» C. 20005 \ 
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0 



FVALUATION CODE: 



Some weakness (es) 



M = Major improvement needed, 

of crucial nature. 
I = Improvement needed. Weaknesses are of a 

less serious nature than those coded "M" 
S = Satisfactory; adequate 
E = Excellent; very well done 
NA = Not applicable 
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1 . CMain any needed clearjinc.es fi-on^ school 
administrators and ^ovemmjjj Wxly/ 

2. Appoint Steering Committee to oversee 
and coordinate the Self-Kvaluation study. 

3. Keep advisory committees and schoo| 
personnel informed and involved, 

4. In consultation with the reviewing agency; 

a) I3ecide program clusters, and 

b) Plan for the yisiting Team visit. 
(A report and Visiting Team specialist 
will be needed in each program area.) 

5. Set up committees for programs and in- 
si;itutional characteristics, Give working 
copies of this document to comnrsittee 
members; provide reference copies for 
other members of the school communibi*. 

6. Give committee members time to skim 
the whole document and study assigned 
parts. Then hold a meeting to let them 
ask questions and coordinate their work. 



Give committee members time to assess 
what evidence is available and what further 
data are needed as background for the eval- 



unilon. Hold another meeting to re|K)rt 
data needs and plan dat-a collection efforts. 

(If students are to help in data collection^ 
plan how such participation can further 
the career objectives of each.) 

Prepare each committee rcfjort in two 

stages: 

First, as the basis for planning :\ ^tx 

improvements; and 
Secondly/ to include the 

improvements made or planned. 



9. Hold periodic meetings to report pro- 
gress. Include all school personnel, 
to keep them informed and involved in 
implementing improvements. 

10. Submit committee reports to the Steer- 
ing Committee, to analyzed and 
synthesized into the Institutional iSelf-* 
Evaluation Report. 

11. Forward the Institutional Self-Evaluation 
Report to the reviewing agency. The 
reviewing agencv will advise how many 
copies are needed. 



TO C0M1VIITTB:E MEMBERS: 

o 



12. Skim the whole document. Tlien study 
your part and the pages entitled *^lnstl- * 
tutional 3elf -Evaluation Report. " 

13. Study the guidelines under each charac- 
teristic. Make notes as to what evidence 
is available or needed to make or sub- 
stantiate your evaluations. The guide- 
lines are meant as ftlds In analyzing 
institutional characteristics. 



14. Collect and analyze whatever data you 
need. Coordinate your data collecting^ . 
with other committees to permit 
broader-scale efforts and results. 

15. For eaoti ohasnusteristto,, list the 
strengths and weaknesses revealed 

by the detailed analysis. Indicate what 
improvements are needed, planned, 
or in progress. 
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Involve co-workers. Seek their co- 
operation in planning and Implementing 
Improvements. 

On the basis of the detailed analysis 
and assembled evidence, evaluaf:e the 
Institution In terms of the character- 
Istio as a whole. Use the cede shown. 
The evaluation should not be a statis- 
tical average of the evaluations entered 



after Individual guidelines, but rather an 
evaluation in 11(^1 cZ strengths and weak- 
nesses revealed by the detailed analysis. 

18. Prepare your report and submit it to 
the Steering? Committee. Describe or 
include the evidence on which you based 
your evaluations, especially that re- 
quested under "fiistltutlonal Self-Evalu- 
ation Report. 



TO STEERING COMMITTEE.' 
(See also instructions under "Institutional Self -Evaluation Report'*) 

Aftar all oommlttae reports are in— 



19. Review the reports to be sure they are 
complete and that opinions are substan- 
tiated by appropriate evidence. 

20. Consolidate data from progpram reports 
into charts and graphs for easy reference, 
Insofar as possible. 

21. Analyze data in program reports and 
reports of institutional characteristics. 

22. In a brief statement — 

a) List the chief strengths and weak- 
nesses of the t/Astitution as a whole, 
as revealed 1^ the detailed analysis. 

b) Indloate what improvements are 
needed, planned^ and in progress for 
the institution as a whole. 

c) Using the evaluaticm code, give an 
evaluation for the institution as a 
whole in light of findings from the 
detailed analysis. 

d) Indicate what follow-Hip action will be 
taken tO} 

1) Assure implementati<m of needed 
improvements at all levels; and 

2) boorporate at all levels any data 
oolleotioDt feedback^ and evahia* 
tion systems needed on a routine* 



continuing basis. 

23. Submit the desired number of copies of 
the Institutional Self -Evaluation Report 
to the reviewing agency. 

24. Submit with the report the evidence on 
which evaluations were based, or keep 

it ready for the Visiting Team (as agreed 
with the reviewing agency). 

25. Follow up to be sure that at all levels — 

a) Plans for improvement are being im- 
plemented, and 

b) Appropriate data collection and eval- 
uation systems are In operation. 

26. Provide some effective means of showing 
appreciation to personnel who participated 
in the self-evaluation and in implementing 
improvements. 

(Appreciating thoroughness in finding 
weaknesses and In trying to implement 
improvements Is basic to bona fide 
self-evaluation* Weaknesses will be 
hidden if their revelation elicits criti- 
cism, and the purpose of self-evalua- 
tion will be defeated. 
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Distinguishing Characteristics 

Vocational/technical education is part of the total educational pic- 
ture in the United States. Its function is enabling people to prepare 
for the work of their choice i or to improve their competency in their 
chosen occupation. Vocational/ technical educators must be thoroughly 
familiar with the needs of the labor market and with the requirements 
of the occupations for which prepara^-ion is given. While they wor-' 
within the framework established by labor market needs and occupational 
requirements, their emphasis is upon increasing the options open to 
people, and helping people to a fuller realization of individual po- 
tential. 



Within the educational complex, vocational/technical education is 
clearly marked by certain identifying characteristics* It is distin- 
guishable not by content, but by intent; not by methodology, but by its 
practicality; not by its breadth, but by its ties with the working world* 

If vocational/ technical education is to be vocational/technical edu-- 
cation — that is, if it is to perform its intended function as the link 
between mai> and work — these fundamental, distinguishing characteristics 
must be present. 'The uber of this document must keep these character- 
istics in mind as underlying everything said in succeeding parts • 



CHARACTERISTIC 



The institution^^ vocational/ teohnioal education exhibits 
the characteristics that identify and distinguish voaa^ 
tiona l/technica I education . 



EVALUATION ; 



GUIDELINES 



Vocational/technical education: 

a. Prepares peoples for initial enployment; 

b. Retrains those in the process of changing occupations; 

and/or 

c. Provides training supplementary to the daily work of the 

employed. 



Vocational/ technical education is: 

a. Specific. It improves the efficiency of an individual in 

a specific occupation, either as preparation for employ- 
ment or supplementary to employment. 

b. Selective. It is directly related to actual occupational 

requirements . 
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c. Praotiaal. The necessary skills and knowledge of a par- 

ticular occupation are taught and learned in their prac- 
tical and appropriate application to the work. 

d. Irmediately applicable. It is timed and organized so 

that the learner can apply it at the time it is learned 
to useful and productive work in a specific occupation* 

3. Vocational/technical education is directly related to employment 
opportunities - 

4. Vocational/technical education develops to a marketable degree all 
the abilities required by the occupation/ such as technical knowl- 
edge and skills; manipulative skills; work habits; communication 
skills? human relations skills; and the ability to reason, to solve 
problems, to think independently, and to make judgments necessary 
for employment in the chosen occupation (Breadth and depth of in- 
struction) . 

5. Vocational/technical education is planned around the students' occu- 
pational objectives. 

6. Effective placement and follow-up of students who finish or 
leave is an integral and continuing part of vocational/technical 
education • 

7. Continuous research and evaluation are integral parts of vocational/ 
technical education, including surveys of clientele needs for oc- 
cupational preparation, surveys of manpower needs (i.e. employment 
opportunities), occupational analyses, and student follow-up. 

CLIENTELE— 'INCLUSIVE^ NOT EXCLUSIVE 

8. Instruction is offered to all persons who need, desire, and can 
profit from it occupationally . 



PROGRAMS OFFERED (OCCUPATIONS TAUGHT) 

9. The choice of program offerings is based on surveys of population 
needs for occuggjjjjnal preparation and on surveys of job availabil- 
ity (manpower survey^S** 

CURRICULUMS 

10. The curriculum in each progreun is based on an analysis of the re- 
quirements of the occupation. 

11. The. content of courses is kept current with occupational practice 
by means of periodic analyses of the occupations for which the 
training is being given. 
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12. The cour^M for a specific occupation are developed, maintained, 
and evaluated with the advice and cooperation of representatives 
of the occupation, both employers and practitioners. 

METHODS OF INSTRUCTION 

13. Learning in vocational/technical education is based on direct ex- 
perience rather than vicarious experience (participating and doing 
rather than hearing and reading about) . 

FACILITIES; CONDITIONS 

14. Itie facilities and equipment used in instruction are comparcible to 
or compatible with those found in the particular occu^fation. 

15. Itie conditions under which instruction is given duplicate as nearly 
as possible desirable conditions in the occupation itself. 

16. Hie length of teaching periods and the total hours of instruction 
are determined by the requirements of the occupation and the needs 
of the students. 

17. Day and evening classes are scheduled at hours and during seasons 
convenient to enrollees . 

INSTRUCTOR QUALIFICA'^IONS 

18. Instructors: 

a. Are competent and experienced in the occupation taught; 

and 

b. Have b^en recommended by leaders in the occupation. 



/ 

/ 



/ 
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Philosophy and Objectives 

Vocational/technical education is judged in light of how well it 
meets its stated objectives, and how well the stated objectives fit 
the needs of the people to be served. At the institutional level, ob- 
jectives are concerned with defining the institution's responsibility 
as to: clientele and needs to be served, services to be provided, and 
occupations to be taught* They grow out of population and labor mar- 
ket need surveys, and are limited by the institution's mandate or char- 
ter and available resources - 



CHARACTERISTIC 



The ^vooational/teohniQal education philosophy and objeo- 
tives of the in8tit]4tion are well-defined and properly 
stated and used. They adequately reflect the institu- 
tion's purpose. 



EVALUATION: 



GUIDELUvES 



1. The institution publishes a clear statement of its philosophy and 
objectives for vocational/technical education. 



2. The statement is included in the school's catalog and is distrib^ 
uted to students, school personnel, and the ptiblic. 



3. The institution's various objectives are consistent and compatible 
with each other and with the institution's purpose and mandate or 
charter. 



The statement of objectives describes the clientele to be served 
and delineates the school's responsibility for serving component 
groups such as: 

a. Secondary school youth 

b. Postsecondary school youth 

c. Unemployed and \mder-employed out-of-rchool youth 

d. Unemployed and under-employed adults 

e. Employed youth and adults 

f . Women/men 

g. The handicapped 

h. The disadvantaged 




The statement of objectives clearly indicates occupations for which 
preparation will be offered , level of preparation required for par- 
ticipation , and occupational level to be achieved by satisfactory 
participation. 
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6. The statement of vocational/technical education philosophy and ob- 
jectives describes; 

a. Services to be provided, 

b. The scope of responsibilities of the school, including 

responsibility for remedial education . 

c. Expected outcomes, including expected social and 'economic 

impact. • 

7. Vocational/technical education objectives are stated in measurable 
performance terms that lend themselves to specific determination 
of the degree to which they are being realized in the school. 

8. The objectives are stated in such a manner that: 

a. Students and the public can understand them. 

b. They enable potential students to determine whether or not 

the school's objectives are compatible with the students' 
own occupational objectives. 

c. They give direction to the institution's vocational/ tech- 

nical education planning and activities. 

d. They enable the public to determine the extent to which 

the institution can be expected to serve community need. 

9. The means through which philosophy and objectives are to be realized 
are described in the published statement. 

10. Objectives are realistic in terms of capability for achieving them; 
or, conversely, the capability exists for achieving objectives. 

11. The statement of objectives clearly differentiates between what 
the institution realistically expects to do and what it feels 
ideally it should be doing; it includes an evaluation of what is 
not being done as well as of ;^hat is being done by the school. 

12. An objective of vocational/technical education is to prepare indi- 
viduals for initial employment^ to improve the occupational com- 
petency of employed individuals, and/or to prepare individuals for 
a change of occupation. 

13. Objectives include provision for: 

a. Taking active steps to bring vocational/technical education 

services to people who need them. 

b. Continuing the education of former students. 

c. Discontinuing preparation for occupations in which employ- 

ment opportunities no longer exist. 

d. Maintaining quality control over institutional offerings 

and services. 

14. Objectives other than preparation for the world of work are clearly 
stated and their relationship to occupational preparation objectives 
indicated. The objectives reflect adequate provision for students 
who wish concentrated preparation for work. 
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15. The philosophy and objectives indicate a respect for the right of 
students to set their own occupational objectives and to select 
those institutional offerings compatible with their own career ob- 
jectives . 

16. The statement of philosophy and objectives gives evidence of com- 
mitment to vocational/technical education on the part of the gov- 
erning body and the administrator of the institution. 

17. Staff, students, and constituency are consulted and involved in 
developing and revising the statement of philosophy and objectives* 

18. The statement of philosophy and objectives is examined and revised 
periodically to keep it accurate and current. 

19. The statement of philosophy and objectives expresses the institu- 
tion's intent to measure and to prevent insofar as possibJe unde- 
sirable unplanned outcomes of the vocational/ technical education 
process . 
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THE SCHOOL COMMUNITY: 

Matching Objectives to Need 

♦ 

Vocational/technical education is judged in light of its own stated 
objectives and philosophy^ and these in turn can be evaluated only in 
light of their appropriateness for the community and population to be 
served and their consistency with the broad principles of American 
democracy . 

Vocational/technical education takes cognizance of the characterise 
tics, needs, and resources of the community to be served in order 1) to 
be of high quality, 2) to serve the needs of all people who need to up- 
grade their skills or learn new ones, 3) to be realistic in light of 
actual or anticipated opportunities for gainful employment, ^ind 4) to be 
suited to its clientele's needs, interests, and ability to benefit from 
training . 

CHARACTERISTIC 



EVALUATION: 



Philosophy and objectives are appropriate to the needs of 
the olientele; oompatible with the institution's purpose: 
consistent with the principles of the larger society; and 
realistic in light of existing or anticipated job oppor- 
tunities^ job requirements^ and the people in the commu- 
nity who need vocational /technical education to secure^ 
hold or advance in jobs. 



GUIDELINES 

1. The objectives are based on an analysis of the vocational/technical 
education needs of tha clientele the institution is expected to 
serve. 

2. The objectives are based on an analysis of manpower needs and job 
opportunities available to the clientele the institution is ex- 
pected to serve* 

3. The school has evidence as to the extent of need of each of the 
following groups in its clientele and the objectives indicate the 
extent to which the needs will be served: 

a. Secondary school youth 

b. Postsecondary school youth 

c. Unemployed or under-employed out-of-school youth 

d. Unemployed and under^-employed adults 
e* Employed youth and adults 
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f . Women 

g . The handicapped 

h. The disadvantaged ^ 

4. The institution's stated vocational/technical education philosophy 
and objectives are appropriate and realistic in light of: 

a. Employment needs of people the institution is expected to 

serve . 

b. Needs for up-graded or up-dated occupational skills. 

c. Population trends. 

d. State, local and national manpower needs. 

e. Trends in occupational requirements. 

5. To keep its vocational/technical education objectives realistic and 
compatible with need, the institution systematically obtains and 
uses reasonably current data about such factors as : 

a. The occupational status of adults and out-of-school youth 

in the clientele to be served, including the nature of 
employment, the amount of unemployment and under-employ- 
ment, and sources of . employment and employment oppor- 
tunities available to the clientele. 

b. Employment opportunities for the institution's students, 

graduates, and early leavers. 

c. Labor market needs and trends affecting employment and em- 

ployability of the clientele. 

d. Physical and economic characteristics of the community 

affecting institutional resources or clientele partic- 
ipation, such as physical size, economic base, natural 
resour£:es, tax base and transportation facilities. 

e. Characteristics of the clientele, such as total numbers; 

age, race and ethnic composition; languages spoken; in- 
come; and educational status, particularly as regards 
employment skills. 

f . Extent and nature of other means available to the clientele 

for obtaining employment skills. 

6. For long-range planning of objectives, the institution has projec- 
tions of trends and changes affecting the clientele, such as pop- 
ulation movements, changes in socio-economic conditions, and 
changes in employment opportunities and requirements. 

7. The institution has projections anticipating the effects of its 
own and other community vocational/technical education programs on 
community characteristics and takes the projections into consider- 
ation in long-range planning of objectives. 

8. Data are available to show trends in a) characteristics of students 
served, b) services rendered, and c) the extent to which services 
are meeting clientele needs . 
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9. In identifying and meeting vocational/technical education needs, 
the institution coordinates its efforts with those of other commu 
nity agencies and institutions such as: 

a. Economic planning agencies 

b. Agencies administering manpower programs 
c« Employment services 

d. .Welfare services 

e. Other vocational/technical education institutions 

f. Other educational institutions 
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ACHIEVEMENT OF OBJECTIVES: 



Indicators of Success 



CHARACTERISTIC 



Stated vocational/ technical education objectives are rea- 
sonably well achieved. The institution is recognized for 
its ability to attract people in need of oacupational 
skills^ to develop students who are oacupationally compe- 
tent ^ and to meet the vocational/technical education needs 
of all members of its clientele . 

^ A high proportion of leaving students are satisfac- 
torily placed in the occupatioyi for which they pre-- 
pared, 

^ Negative (unplanned^ undesirable) outcomes are 
avoided. 



OVERALL 
EVALUATION: 



(PLACEMENT: 



) 



(NEGATIVE 
OUTCOMES : 



) 



.GUIDELINES 

1. There is evidence that the institution achieves its stated voca- 
^fcional/technical education objectives. 

2. The school has evj.dence that a high percentage of students admitted 
into vocational/technical education achieve the objectives for which 
they enrolled. 

3. The institution routinely collects, analyzes, and disseminates data 
showing how well its and its students ' vocational/technical educa- 
tion objectives have been met. Such data are made publicly avail- 
cible and are provided to potential enrollees- 

4. The institution routinely collects, analyzes, and publishes data 
showing how well it is carrying out its purposes and mandate with 
respect to meeting the vocational/ technical education needs of all 
members of its clientele, 

5. Data for 1,2,3, and 4 above ^re of such nature and quality that ^ 
they do in fact furnish evidence of how well vocational/technical 
education objectives have been met^ and provide a basis for main- 
taining and improving quality of vocational/technical education 
services . 



6. There is evidence that the school can reasonably be expected to 
continue to meet its stated objectives for the foreseeable future. 
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?• The school is successful' in avoiding negative outcomes of vocational/ 
technical education . ^ 

INDICATORS OF SUCCESS of a vocational/technical education institution may 
include such factors as the extent to which: 

a. Graduates obtain, hold, and advance in jobs related to their 

field of preparation. 

b. The institution has a demonstrable impact on social and 

economic conditions in the community, such as: 
r"' ° Rate of employment and under-employment* 

** Earnings of former students. 

** Increased revenues from taxes of former students, and 
reduced welfare rolls. 
Quality and quantity of services available in the commu- 
nity. 

® New industries attracted in paxt by the presence of the 
institution. 

c. Graduates feel their preparation has been relevant to em- 

ployment needs. 

d. En^loyers feel graduates hai'e been well prepared for their 

jobs. ^ 

e. Graduates are satisfied in their jobs* 

f . Leaving students indicate that their vocational/technical 

education objectives have been met. 

g. Former students returh for education to upgrade their skills 

and technical knowledge. 

h. Employers, particularly employers of former students, con- 

tinue to seek graduates. 

i. The school ehjoys a favorable reputation in the lay commu- 

nity and among employers, 
j. Former students refer potential students to the institution, 
k. Students' total school achievement is favorably affected by 

their vocational/technical education experience. 
1. Students are aware of the school's continuing interest in 

them . 

m. The school hoo a good reputation among peer institutions, 
n. Former students are active in the community in support of 

budget requests and elections, 
o. The school is supported by its community in such ways as: 

® Passing bond issues. 

® Making gifts of equipment and instructional supplies. 
® Supplying instructors with information, literature, 

and documents . • . * 

^ Sharing training materials. 

^ Accepting school personnel and students for training 
purposes. 

Assisting in securing competent instructors. 
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NEGATIVE OUTCOMES and indices of negative outcomes include: 

a. Physical injury 

b. Failure 

c . Withdrawal* 

d . Absenteeism* 

e. Tardiness* 

f . Behavidr problems 
Poor sodial adjustment 

h. Placement "in programs not chosen by student 

i. Expressed dissatisfaction of: 

° students 

graduates 

employers 
"parents 
"clientele 

Stigmatization of vocational/ technical students 
k- Unsatisfactory job performance of graduates 
1. Inability of graduates to obtain or hold a job in field of 

preparation 
m. Poor placement rate 



* Withdrawal, absenteeism, and tardiness are not in and of themselves 
indicators of negative outcomes. Rather, they call for explanation. 
They may on occasion reflect desirable outcomes such as satisfactory 
employment and education continued in spite of conflicting work schedules - 
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Delivery Systems 



CHARACTERISTIC 



The delivery system for vocational/ teahniaal education 
includes all modes of delivery and all learning situja- 
tions required to achieve the desired results and to 
reach and serve all members of the institution's clientele 
who need its services. The auspices and mode of Tender- 
ing service are compatible with high qi4ality^ reasonable 
cost^ and flexibility in adapting to chrrnging occupational 
conditions ^md to individual student cJiaracteristics ^ in- 
terests cmd ability to benefit from training. 

The delivery system in public institutions reflects their 
charge to provide occupational instruction and supportive 
services to all persons of all ages who need and can bene- 
fit from them, in the community served. 



EVALUATION: 



GUIDELINES 



1. 



2. 



There is evidence that the following factors have bden taken into 
consideration in determining the mode of delivery of vocational/ 
technical education services: 

a. Acceptability to clientele, 

b. Effectiveness in developing job competency and job 

compatibility, 

c. Ease of transition from school to einployment. 

d. Availability of existing delivery systems, 

e. Efficiency (time required by different modes of delivery 

for developing the same degree of canpetency) . 

f. Cost. 

g. Flexibility (ease of phasing in and out; ease in adapting 

to changes in labor market conditions and to differences 
in individual needs ^ abilities, and circumstances) . 

A variety of modes of delivering vocational/technical education 
services are being explored and used to assure high quality service 
acceptable to and suited to the clientele, such as: 

a. Institutional and on-the-job training 

b. Cooperative programs * 

c. Relevant work- study programs 

d. Apprenticeship programs 

e. Employer sponsored training programs 

f . Programmed instruction, alone or in combination with other 

means of instruction 
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g. Correspondence study, alone or in combination with other 

means of instruction 

h. Training in ski^ar-cgiiters 

i. Televised in£r6ruction arid other innovative cipproaches 
Concentrated- and spaced-'time approaches, such as weekend 

workshops \ 
k. Contracts with existing instructional facilities 

3. To meet needs of the clientele the institution offers a sufficient 
variety of programs and services, such as: 

a. Preparatory programs 

b. Supplementary programs for employed^ workers 

c. Short-term courses to accomplish a particjilar limited 

objective 

d. Supervisory training programs, both in-school and in places 

of employment 

e. Management training 

f . Programs teaching English as a second language 

, g. Instruction in correctional and other institutions to assist 
inmates in obtaining suitable employment upon release 

h. Programs for persons who have recently been, or will short- 

ly be, separated from military service 

i. Vocational rehabilitation programs for the handicapped 
j. Programs for persons who are unemployed, in danger cf 

becoming unemployed, or employed in low-paying jobs 
k. CQ;mmunication and job-hunting skills training 
1, Programs for minority groups and the disadvantaged 
m. Instruction conducted in the students' native language 

4. Data as to expected and actual cost and results of various modes 
of delivery are available and have been utilized in planning and 
evaluating modes of delivery. 

5. The range of programs offered is sufficient to serve the full range 
of abilities represented in the clientele. 

6. Means for carrying out objectives are consistent with established 
principles of learning and human development. 

7. The delivery system (s) includes all functions necessary to achieve 
the desired results, including: 

a. Population needs analysis 

b. ' Promotion, outreach, and student recruitment 

c. Guidance, counseling, placement, and follow-up 

d . Job market (i.e. j ob availability) analysis 

e. Occupation performance requirements analysis (job analysis) 

f . Program planning and review 

g. Course development and improvement • 

h. Resource development ! 

i. Instruction (shop, related, and occupational theory) 
j. Evaluation, reporting, and testing 
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MAHAGEMENT: 

Organization; Governing Body 



CHARACTERISTIC 



The institution is effectively orga'Hzed to faoilitate 
the instructional process and fulfill its vocational/ 
technical education objectives. It is ethical in all 
relationships with individuals and other institutions * 



EVALUATION ! 



GUIDELINES 

1/' The institution is legally authorized to conduct vocational/technical 
education. 

2. The institution has a duly constituted governing body^ legally re- 
sponsible for the operation of the institution. 

3. Names, addresses, terms of office, and biographical sketches of 
members of the governing body are included in the catalog of the 
institution. 

4. There is provision for representativeness and continuity of mem- 
bership of the governing body. 

5. The governing body approves written policies for institutional 
operation, which policies demonstrate its comrtiitment to and support 
of vocational/technical education. 

6. The governing body appoints an administrator who has authoi;ity and 
responsibility for the day-to-day operation of the institution, and 
who has demonstrated his commitment to vocational/technical education. 

7. Ihe governing body maintains clear lines of demarcation between its 
authority and that of the administrator of the institution. 

8. The governing body has a written and comprehensive code of regula- 
tions for steps used in determining its policies, organization, and 
procedures . 

9. The governing body holds regular meetings at stated times to carry 
out its declared functions. . 

10. The governing body functions only when in official sessions. 

11. Meetings of the governing bodies of public institutions are open 

to the public and minutes of the meetings are available to the public. 
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12. The governing body makes provision for institutional and program 
evaluation on a continuous basis, including evaluation of itc 
own role and function, and including an audit of the evaluation 
by outside examiners. 

13. Ihe governing body authorizes the preparation of an annual budget 
and conducts open sessions to facilitate its presentation* 

«» 

14. The governing body makes provisions for periodic financial audits 
by impartial outside auditors. 

15. The governing body protects faculty, other staff members, and stu- 
dents from exploitation. 

16. The organizational structure of the institution reflects its recog 
nition of its most important mission as the growth and development 
of its students into occupationally competent, effective citizens. 

17. The institution does not refer to \tself as "accredited" unless 
a) it indicates by what agency or organization it is accredited^ 
and b) the accrediting agency is one which is listed as a na- 
tionally recognized accrediting agency by the U. S. Commissioner 
of Education. 
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MANACEMENT: 

Administration 



"Educational administration is the process of planning, organizing, 
and operating an educational activity for achieving the objectives of 
the activity. There must be some organized manner for allocating the 
financial, material, and personnel resources which are available to an 
activity. There must be some method of developing policy, coordinating 
activities, and assessing the achievements of the use of these resources 
in relation to the goals of the activity. This process is administration, 

CHARACTERISTIC 



Administrative functions are effectively discharged and 
facilitate the achievement of the institution's vocation-- 
al/technical education objectives . 



EVALUATION! 



GUIDELINES 

1. The chief administrator of the institution exhibits commitment to, 
and. an appreciation for, vocational/technical education and acts 
to create an atmosphere conducive to good vocational/technical 
education instruction and supervision. 

2. The chief vocational/technical administrator reports to and is 
directly responsible to the head of the institution, to the local 
education agency, or to the governing body; his position is not 
less than that of any other administrator at the same organiza- 
tional level. 

3. Lines of authority within the organization are clearly established. 

4i Appropriate administrative authority is delegated in order that 
responsibilities may be discharged effectively. 

5. Effective communication, both horizontal and vertical, is maintained 
throughout the organization; there is good communication between 
vocational/technical education personnel and the rest of the insti- 
tutional community. ' ^ 

6. The chief administrator of the institution publishes and distributes 
within the institution necessary policy manuals and dociaments delin- 
eating operating procedures. 



* J. Chester Swanson. "Criteria for Effective Administration of Voca- 
tional Education." 1970 Convention Proceedings Digest (Washington, D.C. 
Q ^erican Vocational Association, May, 1971), p. 98. 
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7. The chief vocational/technical education administrator is authorized 
to establish and does establish administrative councils, faculty 
committees, student groups, and groups representative of the commu- 
nity, and communicates with them in matters that affect them. 

8. Administrative, supervisory, and instructional staff meet period- 
ically to review, discuss, and modify operating practices relating 
to vocational/technical education. 

9. The chief administrator and the chief vocational/ technical educa- 
tion administrator are knowledgeable about the State Plan for vo- 
cational/technical education and applicable federal and state laws 
and regulations 

10. The chief vocational/technical education administrator has the abil- 
ity to create harmonious and effective working relationships among 
the vocational/technical and other institutional personnel. 

11. The environment or "climate" of the institution is favorable to 
achieving vocational/technical education objectives. 



12. The chief administrator and/or chief vocational/technical adminis- 
trator exerts leadership in activities which involve: 

a. Assessing needs for vocational/technical education. 

b. Defining the institution's vocational/ technical education 

objectives and stating them in measurable terms. 

c. Coordinating and focusing school efforts to meet vocational/ 

technical education objectives. 

d. Measuring and publicly announcing the extent to which voca- 

tional/technical education objectives have been achieved. 

e. Assuring that acceptable criteria for measuring learner 

performance have been prepared and are being implemented. 

f . Interpreting vocational/technical education to the commu- 

nity by regularly dispensing information about programs 
and servj.ces offered; about vocational/technical education 
students and staff; and about Successes and limitations 
of vocational/ technical education in , the school. 

g. Seeking and utilizing all available sources of funds and 

otlier resources., 

^ h. Involving staff, students and community representatives in 

decision-making. 

i. Consulting with staff in determining their needs for in- 
service improvement. 

j. Planning and providing resources for programs of in-service 
improvement and professional growth of faculty and staff. 

k. Encouraging study and use of methods and materials to ex- 
pedite learning and give greater assurance of achieving 
the desired outcomes. . 

1. Encouraging participation in vocational/ technical education. 

m. Recruiting students from among the clientele. 
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n. Arranging such remedial education as is needed for success- 
ful participation in vocational/technical education. 

o. Planning and providing resources for systematic student 
placement and follow-up activities. 

p. Allocating resources needed for successful vocational/ tech- 
nical education. 

q. Actively seeking community involvement and support. 

r. Utilizing a vocational/ technical education General Advisory 
Conroittee and an Occupational Advisory Committee for each 
vocational/technical education program . * 

s. Consulting with Advisory Committees for purposes of im-- 
proving vocational/technical education and services. 

t. Providing for on-going evaluation of vocational/ technical 
education offerings and outcomes, program objectives, 
content and outcomes/ and student performance. 

13. Staff members are effectively organized to fulfill the vocational/ 
technical education objectives of the institution. 

14. An organizational plan exists which clearly deSines and specifically 
assigns duties and responsibilities to each member of the staff. 

15. Vocational/technical education staff, including instructors and su- 
pervisors, are involved in such schoolwide decision-making activities 
as program planning, policy formulation, and public information 
projects . 

16. The chief administrator and vocational/ technical education administra- 
tor are aware of faculty needs and provide necessary time and resources 
for: 

a. Planning 

b. Preparation of teaching-learning materials 

c. Periodic evaluation of student performr^ice 

d. Evaluation of teaching in terms of stuient progress 

e. Attendance at faculty meetings and participation in faculty 

projects 

f . Attendance at appropriate professional meetings 

g. Participation in activities for in-service growth and im- 

provement 

h. Instructor involvement in placement and follow-up activities 



17. A planned program of staff development is in operation. 
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18. For all programs of staff development: 

a. Desired outcomes are clearly defined and described in 

cooperation with the participants. 

b. An evaluation process is cooperatively developed to deter- 

mine if the levels of performance expected have been 
achieved, 

19. The staff development program includes provisions for up-dating 
and up-grading both occupational and professional skills. 
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20. Budgets, schedules, and staffing include provisions for 6taff de- 
velopment activities. 

21. In-service training includes instruction in: 

a. How to use Advisory Committecis effectively 

b. How to work with labor and employers 

c. How to make occupational analyses 

d. How to write performance objectives 

e. How to measure student performance in terms of each stu- 

dent's career objectives. 

22. If the area is bilingual, the staff development program prepares 
and teaches counselors and others to use the language of the people 
to be served. 

23. Administrators participate in in-service training activities to 
enable them to select and develop competent personnel and to 
recognize and insist upon competency of instructors and super- 
visors . 
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MANAGEMENT: 

Staff 



QHARACTERISTIC 



2lie staff is adequate to fulfill objectives and carry 
out all needed functions. 



EVALUATION: 



t 
t 

I. 
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GUIDELINES 

1. Positions in the institution have been identified and established 
in light of functions needed to carry out the institution's voca-- 
tional/ technical education objectives. 

2. Adequate personnel are employed to enable the institution to carry 
out necessary functions in connection with vocational/technical 
education , including ; 

a. Public relations; public information 
Student recruitment 
Placement and follow-up 
Guidance and counseling 

Research and surveys as to population and labor market needs 

f. Occupational analyses 

g. Coordination of conununity resources including cooperative 
work study positions 

Evaluation 

Institutional/program/course planning; determining and 
stating objectives 



b. 
c. 
d. 
e . 



h. 
i. 



3. The institutional community has been involved in establishing 
staffing patterns. 

4. Staffing patterns are known and understood by members of the insti- 
tution. 

5. Position descriptions are available and kept up-to-date- 

6. Established positions are filled promptly. 

7. Each instructor has an equitable teaching load and schedule. 

8. Well-defined and equitable procedures exist for the release of 
personnel . 
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9. Personnel policies and institutional environment contribute to staff 
retention and effectiveness (salary, leave r retirement, working con- 
ditions, staff -administration relationships, work load, etc.). 

The number of instructional and supportive staff is adequate in con- 
sideration of : 

a. Number of students enrolled 

b. Frequency of admissions 

c. Total teaching and non-instructional responsibilities of 
the faculty (such as: clubs, athletics, cooperative work- 
study) 

d. Number and type of programs 

e. Desirable instructor-student contact 

f . Nature of instruction (laboratory/practical/classroom/work- 
s tudy ) 

g. Number of work stations 

h. Methods and materials used in instruction 

i. Nuniber and location of private and public facilities where 
students receive practical training 

j. Nature of the student body (secondary, pos tsecondary , adult, 
residential) 

STAFF QUALIFICATIONS 

11. Staff members are qualified and competent for tlie responsibilities of 
the positions they hold; they: 

a. Are considered competent by the appropriate Occupational 

Advisory Committee* 

b. Have an appropriate background of professional prepara- 

tion in vocational/technical education. 

c. Have had practical paid experience in the world of work. 

12. Instructional, supervisory, and administrative staff: 

a. Communicate effectively with employers, organized labor, 

and others in the community. 

b. Are dedicated to the institution's vocational/technical 

education objectives- 

c. Show an awareness of the needs of the community. 

d. Exhibit a concern for the needs of individual students, 

e. Accept current philosophy and practices in vocational/ 

technical education as evidenced by providing training 
and retraining for all persons, expanding course offerings 
to include new and emerging occupations. 

f . Maintain active membership in relevant professional organ- 

izations and attend relevant professional meetings. 

g. Participate in a continuing program of self-improvement. 

13 < Instructors, coordinators and supervisors have demonstrated com- 
petence in the occupational or subject matter area taught. 



10. 
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14. Shop instructors have had paid work experience in the occupation 
taught, and are recognized as competent in the occupation, 

15. Coordinators have employment experience closely related to thie occu-* 
pations represented in the cooperative program. 

16. Vocational/technical education supervisors have had paid experience 
in the world of work closely related to the areas supervised. 

17. Teachers of related subjects have had sufficient experience in the 
world of work to provide them with an appropriate background to 
lend relevance and practicality to their teaching. 

18. Instructors have personal characteristics which are conducive to 
effective teaching and which serve as models of those accepted in 
the occupation taught (such as speech, dress, deportment , ethical 
relationships) . 

19. Instructors, coordinators and supervisors have current credentials 
or licenses required in their respective occupational fields. 

20. Instructors, coordinators and supervisors are professionally com- 
petent cuid able to: 

a. Identify curriculum content. 

b. Evaluate student progress continuously. 

c. Orgari/,e .material into effective learning sequences. 

d. Utilize appropriate media and methods. 

e. Organise and manage the learning situation effectively. 

f . Work effectively with others (students, faculty, adminis- 

tration, community) . 

g. Participate in establishing and implementing institution,. 

program and curriculum goals. 

h. Assist students in their selection of occupational goals. 

i. Make and use studies of student and community needs. 

21. Supervisors: 

a. Are capable of promoting in-service improvement of instructors. 

b. Are competent in analyzing curriculum content, technical 
information, and other subject matter. 

c. Are capable of preparing activities designed to improve 

ins tructional competence . 

d. Are competent to assist instructional staff in the selection 

of facilities, equipment, and instructional materials. 

e. Are capable of evaluating instruction and of identifying 

strengths and limitations . 

f. Understand the role and importance of vocational/technical 

education in economic development and community growth. 

22. Instructors, coordinators and supervisors regularly contribute to 
their professional growth by: 

a. Attendance at relevant in-service workshops. 
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b. Returning to their occupational fields for upgrading and 

refresher trair^ing and experience. 

c. Pursuit of relevant college courses in technical and pro- 

fessional areas. 

d. Attendance at regional and national conferences. 

e. Visitations to business or industrial situations and to 

other schools . 

f. Active participation in local Indus try -emp ley ee groups. 

SUPPORTING PERSONNEL 

23. Enough competent supporting staff are provided to insure efficient 
operation of the institution. 

24. Supporting staff are selected on the basis of their qualifications 
for the particular positions they are to fill. 

25. In-service training is provided for supporting staff on a continuing 
bas is . 

26. The duties and responsibilities of supporting staff are clearly 
defined and specifically assigned. 

27. Office personnel (clerical , se^etarial, and accounting staff) : 

a. Are adequate in numbers to achieve the objectives of the 

institution. 

b. Provide services necessary to maintain adequate student 

records, financial records f and teaching materials, 

c. Are responsible for such correspondence/ reports and records 

as may be dictated by institutional requirements. 

28. Custodial and maintenance personnel: 

a. Are adequate in numbers to maintain buildings, grounds, 

operating equipment and instructional equipment in good 
condition. 

b. Give special attention to conditions affecting health and 

safety. 

c. Are alert tO; the prevention of accidents. 

d. Provide adequate preventive maintenance to insure efficient 

operation of the plant and facilities. 

e. Have adequate pre-service and in-^service training. 

29. Adequate provision is made for handling medical and health needs 
and emergencies. 

30. Qualified medical assistance is immediately availaJDle. 

31. At least one person qualified to administer first aid is always in 
the school building when school is in session, and readily accessible 
to shop areas. 
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32. A written policy for dealing with emergencies is in effect. 

33. If food services are offered: 

a. Competent personnel are provided to operate the food 
^^ services program. 

b. Health examinations are required annually for food service 

personnel. 

34. Consideration is given to the employment of paraprof essional per- 
sonnel to aid instructors in carrying out their responsibilities. 

35. When teacher aides are employed, teachers and teacher aides have 
sufficient time for planning together and organizing their work. 
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MANAGEMENT: 



Finance and Business Management 



CHARACTERISTIC 



EVALUATION: 



Adequate financial resources are available to carry out 
stated vocational/ technical education purposes and objec- 
tives^ and are allotted on the basis of vocational/ tech- 
nical education needs. 



GUIDELINES 



The financial structure for the establishment, maintenance, oper- 
ation, and further development of vocational/technical education is 
adequate to guarantee quality and continuity. 

There is evidence that immediate and long-range planning for voca- 
tional/technical education is correlated with needs for program 
operation and with anticipated financial resources - 



A budget exists which is based on present amd projected vocational/ 
technical education activities and needs - 



4. The budget provides for all functions and items necessary for carry- 
ing out stated vocational/ technical education objectives. 

5. Financial policies permit sufficient flexibility in administering 
the budget to adapt to changing conditions. 

6. Funds are budgeted in accordance with an annual plan for the procure- 
ment and maintenance of learning resources. 

7. Funds in the budget are allotted for replacing equipment on a planned 
schedule. 

8. Funds in the budget are allotted for new equipment required to meet 
projected needs. 

9. There is evidence of staff involvement in budget development. 

10- There is evidence of dynamic leadership in obtaining financing from 
a variety of sources to assure that community vocational/ technical 
education needs are met. 
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11. Funds are budgeted to provide for travel of instructors and stu- 
dents in connection with instruction. 

12. There is evidence of efficient management, adequate financial records 
and controls, and good business practices used in administering the 
institution. 

13. The system of financial reporting permits an analysis of costs by 
program. ^ 

14. The average annual per-student cost of training is computed and is 
available for the institution; for vocational/ technical education 
in the institution; and for each occupational program. 

15. Record systems permit an analysis of tiie costs and benefits of var- 
ious modes of delivering services. 

16. Organized procedures that meet legal requirements and accounting 
standards are used for receipt, deposit, safeguard, disbursement, 
and management of all funds. 

17. Persons handling, collecting or responsible for funds are bonded 
to the appropriate limits. 

18. The vocational/ technical education administrator is assured fiscal 
independence following budget approval. 

19. There is an adequate system for control of purchasing, sales, and 
expenditure of funds. 

20. A perpetual jlnventory of instructional and non-instructional equip- 
ment and supplies is maintained and reconciled annually. 

21. Instructional and non-instructional supplies and materials are 
stored and issued in a businesslike manner. 

22. There is adequate insurance or other provisions to protect facilities 
and instructional equipment against damage or loss from natural and 
other hazards and assure continuity of instruction. 

23. The institution or system maintains sufficient insurance coverage 

to protect it and its personnel against liability and malpractice 
suits . 

24. Unless contrary to law, insurance is provided to pay hospital and 
medical expenses of staff, students, and the general public injured 
on the school premises or elsewhere while engaged in school business 
or activities. 

25. Provisions of time and funds are reflected in the annual budget for 
professional development of faculty and other staff members. 
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26. Records and reports appropriate for fiscal accounting, including 
those needed to meet federal requirements where appropriated funds 
are involved, are maintained for work study and cooperative voca- 
tional/technical education . 

27. Maintenance / guarantee, and equipment lease records, as well as op- 
erating instructions and manuals, are maintained. 

TUITION 

28. The amount of tuition charged is reasonable in light of the educa- 
tional services rendered, equipment furnished, and the school *s 

^operating costs. 

29. Each student's official record shows clearly the amounts of money 
paid by the student, including application fees and the amount due 
from him for. tuition and otlier charges. 

30. The institution uses an enrollment agreement form which clearly out- 
lines the obligations of both the school and the student, and a copy 
of the enrollment agreement and data covering costs and payment 
plan is furnished tlie student before any payment is made. 

31. Enrollment agreements which serve as contracts for payment contain 
in prominent type a certification by the student that he has read 
the agreement and understands that it is a legal contract, binding 
him to tne payment of stipulated fees. 

32. Potential students are encouraged to visit the school and observe 
classes without Vost or obligation prior to enrollment. 

33. Tuition collection practices and procedures are fair and follow sound 
and ethical business practices; they encourage the progress of stu- 
dents ar*d seek to retain their goodwill. 

34. If promissory notes or contracts for tuition are sold or discounted 
to third parties, 

a, Enrollees or their financial sponsors sign a staterrent 

authorizing such sales , anjl 

b. The school complies with c^cej^lation and refund pol- 

i.cies described in j;t§^ catalog an^t\^nrollme^^ agreement. 

35. The school has a definite and wi^itten policy for \he settlement of 
\ cases where students discontinuq) training. .Such policies are equi- 

i) table witii respect to: ' ' / 



table witii respect to: 

a. QarfGseJLlation of en^olln 

b. ^^4vithdraw.^l after ^{classes cofnmence. 

c. / Withdrawkl,.,|or r|asons clear^'y^^i>oy<)nd the) control of the 
\. <.^^'" student. J / .J 



' \ a. CarfGgJLlation of enrollment before classes | commence 
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36. The institution's refund policy is published in the enrollment 
agreement and in the school catalog and is adhered to. 

37- Records are maintained on tuition reftind,'? and enrollment cancella- 
tions to provide a reference source for Jitanagement analysis. 

38. Efforts are made to provide scholarship.i , tuition waivers, loans, 
a deferred payment plan, and/or other nieans to enable (iconomically 
disadvantaged students to participate in vocational/technical edu- 
cation. 



If 



\ 
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MANAGEMENT: 

General Advisory Committee 

An institu1?ion providing vocational/J:.echnical eSucation needs an 
organized mechanisin for assuring that^ its services are acceptable to 
the clientele and to employers, and for keeping its services current 
with its clientele's needs and with the needs of the labor market. 
Public institutions frequently are required by law to have a General 
Advisoiy Committee to fulfill this function. In addition, public in- 
stitutions are nonaally expected to have Occupational Advisory Commit- 
tees to assist each program in keeping current with the requirements 
of the occupation for vrfiich it prepares and to assure the acceptabil- 
ity of the program to the clientele. 

Whether or not required by law, such committees have been found to 
be highly desirable and useful to vocational/technical education. It 
is important that where the committees exist, they be used effectively, 
rather than perfunctorily 

4 

The following items apply to the General Advisory Committee where 
used. A separate section for Occupational Advisory-^ Committees is in- 
cluded to be used by program personnel. 



OWRACTERISTIC 



EVALUATION : 



A voQational/teohnioal education General Advisory Cormit- 
tee effectively represents oaoupatioml interests and the 
interests of the clientele in planning and operating voca- 
tional/technical education. 



GUIDELINES 

1. The governing body has approved the appointment of a General Ad-^ 
visory Committee for vocational/technical education which exists 
as a formal organization. 

2. The men±)ership of the General Advisory Committee is broadly repre- 
sentative of the clientele and of groups concerned with vocational/ 
technical education, such as labor, employers, social and economic 
planning agencies, former students, the State Employment Service, 
and others . * 

3. The Committee functions well and is used effectively. 
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The Committee advises and assists in such matters as: 

a. Con<\ucting and interpreting labor market surveys and surveys 
o'. clientele needs . 

b. Establishing and terminating programs according to clientele 
and labor market need. 

c. Evaluating overall institutional effectiveness in vocational/ 
technical education . 

d. Determining membership and function of Occupational Advisory 
Committees . 

e. Selection procedures, sources and qualifications of appli- 
cants for employment. 

The Committee helps the school to gain support for its vocational/ 
technical education activities, to interpret them to the community, 
and to keep them relevant to documented need. 

Committee members devote sufficient time to Committee activity- 

The Committee meets regularly and as the need arises to consider 
matters pertinent to_ effective school operation- 
Minutes of Committee meetings are available for examination and 
reference by the institutional community. 

Faculty members and school officials: 

a. Provide the Committee with information it needs to carry 
out its responsibilities, and 

b. Are encouraged to act as resource personnel and staff for 
the Committee. 

10. The vocational/technical education administrator: 

a. Informs Committee members of their functions and respon- 

sibilities as well as the philosophy and objectives of 
vocational/technical education. 

b. Familiarizes Committee members with pertinent laws and reg- 

ulations, and with school policies and operating practices. 

c. Seeks the advice of the Committee and" is prepared to act 

upon sound Committee recommendations. 

d. Assures that preparation for meetings is adequate to meet 

the needs of the Committee. 
Assures that work of the Committee and Committee members 
is given public recognition and appreciation. 

11. General Advisory Committee activities are analyzed, delineating 
major recommendations and actions taken to implement them* 
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Planning 



a^ARACTERISTIC 



EVALUATION : 



Systematic procedures are used in planning^ and plans 
exist for the orderly operation and development of voca- . 
tional/techniaal education services suited to the needs of 
the people the institution is expected to serve and real- 
istic in terms of labor market needs and trends. 



GUIDELINES 

1. The institution has systematic plans for the long-range development 
of vocational/technical education? these plans are part of a total 
design for institutional development, 

2. The plans of the institution provide enough flexibility to meet 
emerging clientele needs for vocational/technical education. 

3. Plans include: ^.^^ 

a. Cost estimates 

° capital outlay 
° operating costs 

b. Potential enrollment figures 

c. Facility and equipment needs 

d. Personnel requirements 

4. Plans establish priorities and provide for sufficient funds for both 
new and existing programs. 

5. The plans are realistic in light of available and anticipated funds 
and resources. 



6. The plans assure that all possible resources are identified and con- 
template aggressive leadership in the administration of vocational/ 
technical education . 



7. Institutional plans for future development provide a basis for making 
decisions in such matters as: 

a. Increasing or limiting enrollment 

b. Introducing new programs and services . 

c. Expanding, strengthening or revising both instructional 

and non«-ins tructional aspects of vocational/technical 
education 

d. Follow-up studies 

e. Improving support functions such as planning, research, 

and student recruitment 
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f. Expanding services to the community 

8. The long-range plan of the institution provides for identifying the 
need for and developing new programs, and for phasing out programs 
no longer needed. 

9. Tine governing board, administration, faculty. Advisory Committees, 
constituency, and concerned professional groups are involved in de- 
veloping institutional plans for vocational/ technica 1 education, and 
in conducting research to evaluate their effectiveness. 

10. Tlie plans include provision for cooperative planning with other edu- 
cation and training agencies in the area, 

11. The plans are periodically evaluated and modified in light of new 
developments and known labor market needs, 

12. The plans of public institutions take into consideration the na~ 
tional mandate to serve all the people of all ages in the community 
who need vocational/ technical education; and take special cognizance 
of the training and retraining needs of the disadvantaged, the hand- 
icapped, new entrants into the labor force ^ temporary withdrawals 
from education^ and other special needs groups. 

13. The plans take cognizance of socio-economic conditions and trends. 



i 
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Research and Evaluation 



CHARACTERISTIC 



EVALUATION: 



Research and evaluation are conducted on a continuing^ 
systematic basis as integi^l parts of institutional oper- 
ation. All aspects of institutional operation are eval- 
uated and results are used to improve service to the 
clientele. 



GUIDELINES 



1. A system of research and evaluation exists to determine how well 
the institution fulfills its purposes and meets its stated voca- 
tional/technical education objectives. 



2. Research and evaluation efforts are encouraged and supported with 
adequate staff, budget- ;.pace, and other needed resources. 



3. Research and evaluation responsibilities are specifically assigned. 

4. The institution conducts research essential for planning, quality 
control, and evaluation. Research includes: 

a. Manpower (labor market) surveys. 

b. Population needs surveys. 

c . Occupational analyses . 

d. Follow-up studies. 

e. Studies of the social and economic impact of the institu- 

tion's vocational/technical education services. 

f . Studies of the relative cost and effectiveness of alter- 

nate modes of delivering yocational/ technical education 
services . 

5. There is evidence that planning systematically incorporates proce- 
dures and means for evaluating each activity, so that needed data 
for evaluation "^"^"^ routinely collected as activities are conducted. 

6. All vocational/technical education activities, resources, and func- 
tions are continuously evaluated to assure continuing quality of 
service and to determine how well each is contributing to the per- 
formance of the total system. 



Included are evaluations of: 

a. Manpower (labor market) surveys 

b. Population (clientele) needs surveys 

c. Occupational analyses 

d. Follow-up studies 
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e. Impact studies 

f . Cost/effectiveness studies 

g. Planning 

h. Interpretation/promotion 

i. Student recruitment 

j. Guidance and counseling 
k. Instructional programs 

1. Extracurricular, co-curricular activities 
in. Related and support functions 

n. Resource development and management, including finances, 

personnel, community resources 
o. Placement and follow-up 
p. Evaluation and research 

q. Reporting, including systematic feedback of research and 
evaluation results 

7. As a basis for assessing the extent to which it is meeting the needs 
of all members of its clientele, the institution systematically 
collects, analyzes, and compares data about characteristics of en- 
rolled students and of the clientele served (such as age, sex, em- 
ployment status, educational background^ minority group status, 
handicapped/disadvantaged status, socio-economic background, and 
place of residence) . 

8. Periodically (annually or oftener) the vocational/technical educa- 
tion delivery system as a whole is evaluated to determine its effec- 
tiveness. 

9. Evaluation specifically includes appraisal by students, former stu- 
dents, employers of students and former students, and Advisory Com- 
mittees . 

10. There is evidence that each program is peri.Tdically evaluated- 

11. Annual reports indicate how each program was kept current with chang- 
in9 occupational requirement.;::; describe the implementation of any 
changes; and specify actlvi tieii^ implemented to improve instruction 
and suggestions for future improvement. 

12. Experimentation is being conducted with new instructional media and 
methods and witli varying delivery modes which might serve to increase 
the efficiency of learning or effectiveness in using resources or 
meeting needs . 

13. Evaluation results are used to keep vocational/technical education 
efficient, meaningful, and ^3alistic; to keep the public informed 
of results of vocational/technical education; to stimulate and re- 
inforce learning; and to promote an institutional climate supportive 
of vocational/ technical education. 
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14. There is evidence that recomiriendations from evaluations are imple- 
jnented. 

15. Evaluation results are expressed in terms of positive achievements 
insofar as possible rather than in subjective terms. 

16. A range of evaluative techniques is utilized, sufficient to encom- 
pass the range of desired outcomes in terms of student ^rowtli and 
institutional service to the community. 

17. Research and evaluation efforts focus especially on developing kinds 
of data that can lead directly to improving services to students, 
the public, and tlie world of work. 

18. The institution provides administration and program personnel with 
necessary consultant services and expert assistance in setting up 
systems needed for research and evaluation. 

19. Evaluations of ' performance of students, faculty, and staff members 
are democratically conducted, with emphasis upon self-evaluations 

to be used diagnos ticaily in planning future activities. Evaluation 
is in terms of the individual's progress toward his own performance 
objectives, planned in light of occupational requirements, rather 
than on the basis of comparing his performance with that of other 
people. 
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STUDENT PERSONNEL SERVICES: 

Recruitment and Admissions 

Recruitment includes all the activities in which an institution en- 
gages to inform its clientele of the services it provides and to encour- 
age tJieir participation. Recruitment thus represents the first contact 
with potential students. As such it initiates the counseling and edu- 
cational process and constitutes the first ste^ in motivating learning 
and j.n helping people recognize and utilize their talents. 

Admission is the formal process of enrolling students in the insti- 
tution. It is tlie second important stage of contact with students and 
thus tlie second step in the educational and counseling process. It 
should be conducted in a manner consistent with this fact and with the 
institution's philosophy and objectives. It should reflect respect for 
students as individuals and a recognition of the fact that the institu- 
tion exists solely to serve the needs and aspirations of its clientele. 



CHARACTERISTIC 



Recruitment and admissions policies and practices contrib- 
ute to fulfilliiig the institution's vocational/ technical 
education purpose and objectives and help make vocational/ 
technical education available to all loho need and want it. 



EVALUATION: 



GUIDELINES 

1. Recruitment policies and practices are consistent with the insti- 
tution's purpose and stated objectives. 

2. Recruitment policies and practices are such that recruitment serves 
as an initial step in motivating learning and in helping people 
recognize and utilize their talents. 

3. Vigorous efforts are made to insure that junior high school students, 
senior high school students, out~of-school youth, adults, and spe- 
cial need groups are informed of the vocational/technical education 
opportunities available. 



4. TFiere is evidence that the institution is successful: 

a. In recruiting handicapped and disadvantaged members of its 

clientele? and 

b. - In establishing conditions that enable handicapped and dis- 

advantaged enrollees to achic^ve their occupational objec- 
tives . 
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5. Published materials and oral statements to 
potential enrollees are factual and accurate. 

6. Brochurps and materials describing che school and its programs are 
available and widely disseminated throughout the community and 
scnool system. 

7. Counseling staff and instructional staff participate in recruitment 
and promotion efforts. 

8. No attempt is made to discourage students from participation in 
vocational/ technical education offered within the institution or 
by any other institution. 

ADMISSIONS 

— 9*..^Policies and requirements for admission to the institution are 
clearly expressed, published, and widely disseminated. 

10. Admission policies and practices are consistent with the institu- 
tion's purpose and stated objectives and reflect the needs of all 
members of its clientele. 

11. The range of programs offered is sufficient to serve the full range 
of abilities represented in the clientele. i 

12. Admission policies and requirements for all vocational/ technical 
education programs in the institution are clearly expressed, pub- 
lished, and widely disseminated in the school and community. 

13. All applicant;; v?ho meet stated requirements are eligible for admission. 

14. The institution exerts itself to enable each student to be admitted 
to the program of his choice. 

15. Applicants unable to meet particular admission requirements are given 
help in remedying def j.cienciep , or in selecting other programs appro- 
priate to their preparation and objectives. 

16. Licensing regulations and other factors that may affect emplcyability 
are explained in published materials provided to students. Care is 
taken to assure that students fully understand and can meet such re- 
quirements . 

17. Before entering a vocational/ technical education program, students are 
informed of the physical demands, beginning salary, economic and work- 
ing conditions, and hazards that may be encountered upon employment. 

18* Policies provide for advanced placement of qualified students and for 
transferability between similar programs. 
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STUDENT PERSONNEL SERVICES: 



Guidance and Counseling 



CHARACTERISTIC 



An organized^ coordinated program of .guidance and Qoun - 
seling exists as an integral part of the total school 
structure. The program involves both specialists and 
total school staff. It fosters maximal development of 
individual potentialities by providing schoolwide assis-. 
tance in the choices ^ decisions and adjustments that indi- 
viduals must make to move through a vocational/technical 
education program and into gainful employment. 



EVALUATION: 



GUIDELINES 



1* Philosophy and objectives of the guidance and counseling function 
are ^ell defined; objectives are stated in terras permitting measure- 
ment oT^Tne extent to which they are achieved - 



2. The guidance and counseling program is planned; its objectives are 
understood by the' institutional community - 



There is evidence that each vocational/technical education student 
has a definite career objective and that his present instructional 
program is a definite part of his vocational choicJ'. 



4. Provisions are made for continuously evaluating and improving the 
effectiveness of the guidance and counseling services rendered. 



The administrative staff supports the guidance services by inter- 
preting the guidance program to staff and students and by orienting 
staff and students to the program. 



The school identifies the potential for employment in various occu- 
pational fields and disseminates this information to all school 
personnel, to parents, to students, and to prospective students. 



7. Classroom instructors and guidance and counseling staff coordinate 
their efforts to meet needs of students; each makes referral to the 
other where such referral appears to be in the best interest of the 
student. 
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I 



b. Professional staff 

c. Supporting staff 

d. Facilities, supplies, and equipment 

e. Leadership in enlisting the support and cooperation of: 

° the governing board 
° parents 

° other staff members 

° counseling services of other schools 

° community agencies 

^ employers 

° government 

° referral services 

° advisory conunittees 

f. Private counseling space that is attractive and accessible 

to students 

g. Space for group counseling 

h. Waiting space for students 

i. Storage space and facilities for: 

^ reference materials and information for counselor use 

and for student use 
° confidential student files 
° confidential test supplies 
° supplies 

Counselors have access to extensive, current information about: 

a. Occupations 

b. Requirements for occupational entry 

c. Opportunities for occupational preparation 

d. Opportunities for employment in various occupations 




\ 

, . \ 

Provisions are made for coxinselors to maintain communication and ' 
cop-^act as needed with: 1 

a. Students and their families 

i 

b. Institutions fromjswhich students transfer 
c* Institutions to which students transfer 

d. Area employers 1 

e. Administrative, supervisory and instructional staff 

f. Appropriate community agencies including state employment 

offices . i 

\ 

11. Guidance staff members are kept informed of General and Occupational 
Advisory Committee meetings] and are encouraged to observe or partici-- 
pate. ■ ] 

h 

12. Guidance staff members are advised of departmental meetings and en- 
couraged to attend in order to facilitate coordination of instruction 
and guidance and to keep counselors abreast of program activities. 
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13. Counselors are knowledgeable about and assist students with such 
problems as : ' 

a. Selective Service obligations and options 

b. Scholarships, grants, loans, and other student financial 

matters 

c. Employment opportunities 

d. Student work programs 

e. Opportunities for further education 

f . Schoul and local health services 

g . Housing 

h. Recreation , . 

i. Student activities 

^ j. Community programs and services .... 

14. Provision is made to assist students and other school clientele 
in an individual assessment of their own abilities and interests, 
including personal adjustments, individual perceptions, and values 
important in occupational success and satisfaction, .... 

15. Coxanselors provide individuals with information and assistance nec- 
essary to make meaningful and informed occupational choices , .... 

16. Counseling is available to adults and out-of-school youth, 

17. Counseling is available to students: 

a . Prior to entry , , , , 

b. At entry , , , , 

c. Before leaving ,,. , 

d. Periodically while enrolled .... 

e. Upon student request 

f. After leaving the program or institution 

18. Counselors are active in placement efforts of the institution. .... 

19. Counselors have had prior experience as vocational/ technical edu- 
cators . . .... 

20. Counselors are knowledgeable about and have had '^-luccessf ul experience 

in the world of work. ' , .... 

21. Counselors are dedicated to the philosophy and objectives of voca- 
tional/technical education. .... 

22. Appropriate in-service training is provided for the guidance and 
counseling staff, such as workshops, seminary, continuing formal 
education, and opportunities for prof essional improvement . .... 

22^ A planned orientation program acquaints students and staff members 
with policies and personnel of the institution and with guidance 
and otlier services available. . — 

ERIC 

'™~™" 71 ^o^^ Discussion Only 



Pilot Test Edition 12-71 

GUIDANCE Am COUNSELING 
Jnatitutional Form 



24. A continuous orientation process is carried on throughout the school 
year using such media as bulletin boards, the school newspaper, stu- 
dent handbooks, bulletins and group meetings* 

25. Current orientation literature is available and distributed. 

26. The confidentiality of all information obtained for guidance pur- 
poses is scrupulously maintained. 
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STUDENT PERSONNEL SERVICES: 

Placement and Follow-up 



CHARACTERISTIC 



A formalized procedure j adequately funded and staffed^ is 
in operation providing effective placement and follow-up 
services as an integral part of institutional operation. 



EVALUATION: 



GUIDELINES 

1. The institution is successful in placing a high percentage of grad- 
uates in jobs related to the field of preparation, 

2. The placement and follow-up functions are definitely assigned and 
adequately supported with sufficient staff and other resources to 
operate effectively. 

3. Placement information and services are available for all students, 
graduates, temporary withdrawals, and other members of the 
school's clientele. 

4- Placement activities are an integral part of both counseling and 
instruction- 

5. The curriculum for each instructional program includes activities 
to help students seek and obtain employment - 

6. The instructional staff is actively involved in placement and follow- 
up activities, ^ 

7. Placement records are kept current and include such information as: 
job opportunities, job placements, unsuccessful placements, follow- 
up activities, 

8. Students with the ability to benefit from education beyond th^at 
given by their present school are encouraged and helped when nec- 
essary to continue at more advanced schools. 

9. The constraints and limitations affecting student placement are 
clearly defined, and efforts are made to expand employment oppor- 
tunities despite existing limitations, 

10- Parents and students are made aware of placement services and occu- 
pational infoirmation available. ' 
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11. Regular communication is maintained with public and private sources 
of labor market and employment information. 

12. The institution involves advisory committees ^ public and private 
agencies, business and industry, and other groups in its placement 
and follow-up activities. 

13. Students are referred to positions which they have .a reasonable 
probability of filling successfully. 

14. Students who need part-time employment in order to remain in school 
are assisted in securing work that will improve their occupational 
skills. 

15. Follow-up surveys are used to determine the adequacy, appropriate- 
ness, and effectiveness of the institution's efforts in occupational 
preparation and placement. 

16. Information is available on a program-by-program basis as to: 

a. Rate of student failure or withdrawal from the institution. 

b. Reasons for student failure or withdrawal. 

17. Follow-up data are obtained from all former vocational/technical 
students and include information as to: 

a. Employment status: employed, unemployed, or underemployed 

b. Field of employment: related or unrelated to field of 

preparation 

c. Job retention, promotions, and level 

d. Continued education since leaving school, and whether re- 

lated to field of preparation 

e. Satisfaction with occupational preparation provided by the 

school ■ 

f . Satisfaction with placement services provided by the school 

g. Satisfaction with the institution's continuing interest in 

the occupational preparatioifi'^and welfare of I'ormer students 

18. Follow-up efforts include surveys of employers of former students to 
determine their satisfaction with the preparation the school provided. 

19. Satisfactory school-employer relations are evidenced by the expressed 
satisfaction of both the graduates and the employers. 

20. Feedback from employers and other data from follow-up studies are used 
in institutional planning, in improving instruction, and in modifying 
programs and services. 

21. Efforts are made in follow-up and follow- through evaluation to improve 
data collection methods; to reduce the number of former students 
whose status and whereabouts are unknown; and to increase the use made 
of follow-up studies in improving instruction, practices , and services. 
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STUDENT PERSONNEL SERVKES: 



StudeTit Educationa! Records 



CHARACTERISTIC 



Aaaurate and aornplete aiomlative reaorde of educational 
aQoonTplishment are ^BQUvely and permanently maintained 
for every student^ and iranearipts issued upon student 
request. Records are held confidential and are used to 
help students achieve their occupational objeotivea. 



EVALUATxONj 



GUIDELINES 



1» h cumulative educational record is maintained for each ^student and 
A contains such information as: 

a* Up-to-date identifying data 

b. Grades 

c. Attendance records 

d* Prerequisites met for admission 

e. Course of study 

f . Graduation and withdrawal data 



Student educational records are protected against use by mietttthoir- 
ized persons and against loss from improper handling, fire and 
vandalism. 



The school provides transcript services and issues transcripts upon 
student request. 



4. If a fee is charged for issuing transcripts/ the fee is reasonable. 



5. Records systems and practices are periodically evaluated and im- 
proved . . 



Any information not required for transcripts is kept in separate 
locked files accessible only to qualified personnel as they need 
it for counseling or teaching. 



Information of a highly confidential nature is not included in 
the student's records. 



8. All information collected and maintained regarding students and 
their families is considered highly confidential. 
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Information about students is released only on written instructions 
of the student or in consolidated statistical form not permitting 
identification of individuals. 



V 
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STUDENT PERSONNEL SERVICES: 

Student Activities 



CHARACTERISTIC 



Student activities are planned as an integral part of the \ EVALUATION; 
eduaaticnal experience designed to meet educational objec- 
tives. 



GUIDELINES 

1. Activities are provided to meet the needs and interests of all students. 

2. Activities are planned to contribute to the development of: 

a. Social skills 

b. Leadership abilities 

c. Communication skills 

d. The ability to work effectively with others 

e. The ability to participate in democratic processes 

3. Membership in groups is non-discriminatory and open to all eligible 
students . 

4. The purpose of student activities is explained to students and par- 
ents, and participation is encouraged in accordance with a plan to 
meet each student's needs. 

5. Instructors understand the pi^rpose of student activities 'and elect 
to guide activities in line with their capabilities. 

6. Emphasis is upon student initiative in planning, conducting, and 
evaluating activities. 

7. Adequate facilities, financial support, personnel, and time are pro- 
vided for student activities. 

8. Vocational youth organization activities are related to the instruc- 
tional program both in and out of classroom? and aire emphasized as 
co-curricular rather than extracurricular. * 

9. Youth activities are geared to the level of the program and enhance 
skills and/or competencies of students. 

10. Alumni associations are encouraged as a mean^ of maintaining contact 
with former students for purposes of evalUs'^ting job progress and 
meeting their continuing educational needs. 



ERIC 



77 For Discussion Only 



Pilot Test Edition 12-71 
STUDENT ACTIVITIES , 
Inatitutional Fortn 



11. All school administrators and staff members are made aware of die 
goals and objectives of the various youth organizations and are 
encouraged to participate in and associate with the activities of 
the organizations - 

12. A sound public relations program is maintained to promote the activ- 
ities of youth organizations. 





Pilot Test Edition 12-71 
Institutional Form 



Learning Resources 



CHARACTERISTIC 



Adequate reference materials and other learning recouroes 
are available, readily acceesible to students and other 
members of the institutional comiminity^ ayid main^:ained 
in good order. 



EVALUATION : 



GUIDELINES 



Adequate library and other learning resources are provided on a 
centralized or decentralized basis* 



2, A competent staff maintains library and other learning resources. 

3. The internal organization of the library is such as to make it a 
place conducive to study, with open stacks, easy check-out pro-- 
cedures; and convenient access to the collection. 



The library and any other centers of independent study have ade- 
quate lighting and seating space, including study carrels. 

Provisions are made for the repair ^ maintenance , up-dating and 
storage of books, periodicals, audio and visual materials, and 
equipment • 



A skilled person orients all new students to the proper and effec- 
tive use of the library and any other independent study centers. 

The collection is evaluated each year by professional staff in terms 
of such qualities as: 

a. Appropriateness of the content for each area of the curric- 
ulum. 

Suitability of material to varying abilities of the students 
Accuracy an<3 relevancy of information. 
Physical condition of the materials. 

Availability of more effective or more up-to-date learning 
resources . 



b, 
c. 
d, 
e, 



8. Materials no longer useful or out-of-date are discarded or sold. 

i ■ 

9, A plan exists for determining the adequacy of library and other in- 
dependent study facilities based on: 

a. Time-space utilization. 

b. Stock capacity. 

c. Stock space * 
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d. Seating capacity. 

e. Space for preparing audio-visual materials. 

10. Periodic utilization studies are made of audio and visual materials 
and equipment, reference materials, periodicals, and books. 

11. All educational media of pei.T!>anent value are inventoried, classified, 
and catalogued centrally, regardless of where they are housed. 

12. An accurate inventory of the collection is maintained to aid in the 
evaluation process. 

13. An up-to-date file of media and materials teacher guides is avail- 
able for reference. 

14. Educational media are organized for convenience, availability, and 
effective use. 

15. Staff members of the library and any other independent study centers: 

a. Involve faculty and students in selection of materials. 

b. Coordinate procurement of educational media and equip- 

ment purchases by individual departments. 

c. Develop an in-service training program for teachers as well 

as orientation for new faculty members. 

d. Maintain an active interest in current developments in edu- 

cational media. 

e. Assist teachers in selecting printed and audio-visual 

materials for instructional planning and use. 

f . Systematically inform teachers of new materials and equip- 

ment that have been acquired. 

g. Assist in planning for effective use of educational media . 

and equipment. 

h. 'Assist teachers in the development of resource lists of 

available materials in special areas, 
l. Provide professional assistance in the production of edu- 
cational media. 

j. Guide students l.n their selection and use of educational 
media in terms of their abilities and interests • 

k. Assist special groups to use instructional resources in the 
promotion of their projects. 
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Physical Plant 



CHARACTERISTIC 



Physical facilities are and for the foreseeable future 
will be adequate for fulfilling the institution's purpoeie. 



EVALUATION: 



GUIDELINES 

1. Maximal utilization of buildings and facilities is enccoraged 

(e.g. y»?ar-round activities/ weekend activities, day, evei^.ing and 
night activities, use by community groups, use by student ' activity 
groups) . 



SITE 

2. The location is readily accessible to the populairi"on to ba served. 

3. Driveways, walkways, and p=*rking facilities are adequate. 

4. The site is of sufficient size for present operation and for antic- 
ipated expansion of vocational/technical education in the ins ti tui- 
tion. 

5. The site lends itself to continuing optimum utilisation as the 
character of the area changes . 

♦ 

6. Any necessary supporting services (such as restaurants, school 
supply stores, or housing) are in close proximity. 

7. The sit3 complies with standards of site selection such -as those 
related to flood plains, access, drainage, seWc^je. 

8. The atmosphere is conducive to- learning, healtJ^^and safety, and 
pride in vocational/technical education. 

9. Utilities such as gas/ air, water, and electricity are adequate and 
available at appropriate locations within the plant. 

BUILDINGS ^ . • 

10. Buildings meet state and local requirements, including fire and 
safety codes. 

11. Provisions have been made to accommodate physically handicapped en- 
rollees and all other special groups to be served. 
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12. Buildings are adequate in size and design to meet the needs of the 
institution's vocational/technical education programs and of its 
clientele. 

13. Building design and construction are functional and assure 
suitable conditions for achieving wcational/ technical education 
objectives- 

14. Storage space, maintenance areas, rest rooms, offices and lounges 
are adequate for the number of students, staff, and visitors using 
the facilities- 

15. Stairways are adequate in number and 'size, well-lighted, properly 
located, suitabJy designed, sturdy and safe. Both stairwell and 
staircases are fireproof, 

16. The planning and construction of appropriate entrances and exits 
to each facility are based on: 

a. The size requirements of the equif* ent. 

b. The nature of vehicles or oth^er machines on which work is 

to be performed. 

c. The size of items to be fabricated within the work space. 

17* Service elevators are available where needed. 

18. All corridors and doors to related subjects classrooms a):e of suf- 
^ ficient width to allow easy movement of demonstration equipment in 

and out of rooms. 

19. Ample space is provided for a free flow of traffic in the corridors 

20. \^;here customer work is to be part of the instructional program, 
provisions are made fbr receiving, storing and deldvering work 
with the least possible .inconvenience to the instructor and cus-- 
tomeiTr and with pr-^visions for maintaining adequate records* 

21. ^11 laboratory facilities which require student change of clothing 

and clean-up are self -contained with locker, shower and lavatory 
facilities . - „ 

22. Flooring materials utilized in each laboratory or shop are appiro- 
priate to the nature of the learning activities within the facility 

23. Buildings, grounds, equipment, and other physical facilities are^ 
routinely maintained in good, safe, and attractive condition w 

24. Adequate staff, materials, equipment and supplies are provided to 
ensure quality housekeeping and maintenance of buildings, grounds, 
and facilities. 
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25. * Specific areas and equipment are color coded for safety purposes. 

26. Suitable safe storage is provided for inf lairmables , chemicals^ and 
gases. 

27. Acoustics, light, heat, air conditioning, and ventilation are ade- 
quate throughout to protect health and provide good working con- 
ditions. 

*^ 

28. Systems for providing light, heat, air conditioning, ventilation, 
water and waste disposal are adequate and kept in good operating 
condition . 

29 ► An emergency lighting system i<j available in case of power failure, 

30. Fire extinguishing equipment, appropriate for the area in v^ich it 
is used, is provided and readily accessible. 

31. The location of instructional areas eliminates undue interference 
with or from other school activities. 

32. Provision is made for communication between shops and classrooms 
and other areas of the building. 
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I 



Institutional Self-Evaludtion Report 



1. Submit to the reviewing ageney: 

a. One co])y of the Individual Self-Evalu- 
ation Form for each inonibcr of the 
faculty and professional sUiff, 
Coi)ies as instructed of each l^roj^ani 
Self-Evaluation Report, including sup- 
ix)rtinj^ evidence, 
c. Copies aj? instructed of the ImititTj- 
tional Self-Evaluation Rejx^rt, suit- 
ably IxJund and taJjbcd for easy himd- 
ling and reference. 

(Each Visiting Team member will need a 
copy of the Institutional Self-Evaluation 
Reix)rt, plus a copy of the reix)rt for the 
program he or she examines. All copies 
will be returned to the reviewing agency. 
All copies cxqept one permanent file 
copy will be returned to the schoo?. or 
destroyed after the review is completed.) 

\ 

To guard against loss in transit, divide 
the reports ai:«^l mail duplicate sets in 
different envelopes on different days, 

Mark the envelopes ^'Package of ^" 

(c. g. ^ Package 1 of 3), Keep copies at 
the school. 

In preliminary field tests, the reviewing 
agency will be the National Study for Ac- 
creditation of V)cational/Techmcal Edu- 
cation, American Vocational Association, 
1510 "H" Street, Northwest, Washington, 
D. C. 20005. (The NaJLional Study for Ac- ^ 
creditation of Vocational/Technical Edu- 
cation is not an ax^crediting agency- It 
is responsible solely for developing in- . 
struments and procedures suitable for 
use in the accrediting process. Schools 
will not receive acf^reditation as a re- 
sult of participating In field tests, nor 
will their accredited status be affected 
in any way. ) 



2. Prepare a cover j)age for the Institutional 
Sclf-Eviduation Reix)rt, showing: 



Copy No, of Used by:^ 

(Leave blank for 
name of Visiting 
Teain member) 



SELF-EVALUATION REPORT 
of 

(Nimic ;uid address 
of institution) 



I certify that the information contained 
herein is correct to the best of my 
knowledge :uid telicf, and that no signi- 
ficant information has been knowingly 
withjicld. 



(Dat^p) 



(Signature, title, hear] of 
Institution) 



3. Attacli to each copy of the Institutional 
SoK-Evaiuation Report: 



A copy of the cover page, with ori- 
ginal signature on two copies; 
A list of committees and committee 
members who prepared the Institu- 
tional Self-Evaluation Tleport showing 
^art(s) prepared by each. Show names, 
titles, and the group of which each per- 
son is representative (e.g., former 
student, employer, related faculty 
member). 

A Summary of Self-Evaluation; 
The statement reciuested in item 22 
of "Iristructions to Steering Committee'* 
on page 28. 

The reports prepared in connection 
with each institutional cnaracteristic 



e. 
d. 



e. 
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(Item 15 of "Instructions to Committee 
Members" on page 27), showing 
strengths, weaknesses, and improve- 
ments needed, planned, Jind in pro- 
gress; 

f. A eompleted Institutional Form; 

g. A eopy of the "Reeapitulation: Pro- 
gram Self-Evaluation'' for each pro- 
gram; 

h. A blank copy of the Program Form 
for reference in connection with the 
"Recapitulation:. . . 

i. Supporting evidence, explanations, 
doai mentation. Describe ojr include 
material requested plus additional 



material that would enable an out- 
side reviewer to gain a Ixittor pic- 
ture of the school. Substantiating 
evidence nut attached to the report 
itself may be retained at the school 
in readiness for the Visiting Team. 

4. Be sure each page and item of the Re- 
port is marked with identifying data: 
school name, location^ aiid data. 

5. Tab the various sections of the Report 
for easy reference. To rcd'jce bulk, 
tlio tab may Ixj placed directly on the 
first page of coLch section if desired. 



INSTITUTIONAL SELF -EVALUATION REPORT 



Cover page, with identifying data. No ta)> needed. 

Committees 

J]^ Summary of Self-Evaluation 

Strengths, etal. 

Institutional Form 



Program Recaps 



P„ Program Form 

h Supporting E vidcnce/Explanations/Documentallon: 

(Tab each major exhibit) 

« Charter and Bylaws 

Catalogs 

—Financial Statements) May be submitted 



1-1 



Bind for easy 
handling. Identify 
parts if more than 
one (as Part 2 of 3). 



h 



-Budget ) separately if confidential 

-program Data: Enrollment, staff, placement, 
follow-up tables, etc. 



i 
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SUPPORTING EVIDENCE 



PHILOSOPHY AND OBJECTIVES 

1. Attach the institution's statement of philosophy and objectives for 
vocational/technical education, or indicate where the statement 
appears in materials submitted. How are the objectives made known 
to prospective students and the public? 

2< How are the institution's objectives determined? By whom? When 
were they last revised? How are they kept up-to-date? 

3. Whab is the institution's purpose as stated in its charter or other 
enabling instrxoment or legislation? What constraints are imposed 
on the institution? 

4. Are students required to take courses not clearly related to their 
occupational objectives? What provision is made for students inter- 
ested solely in preparation for employment? 

THE SCHOOL COMMUNITY: MATCHING OBJECTIVES TO NEED 

5. Describe the clientele for which the school expected to provide 
vocational/technical education. Describe demographic, employment , 
and labor market conditions affecting the clientele, 

6. Describe the process the institution uses in identifying its clientele 
and determining their vocational/technical education needs. 

7. Describe the process the institution uses in determining manpower needs 
and labor market opportunities available to the clientele. 

8. Describe the means by which the school keeps its objectives relevant 
to its clientele's nf»eds and to needs of the labor market. \ 

9. What evidence is there that there is a need for training in each of 
the occupations for which training is offered? l-^hat evidence is there 
that employment opportunities will be available for graduates in each 
program? 

ACHIEVEMENT OF OBJECTIVES: INDICATORS OF SUCCESS 

10. Attach copies of published statements showing the extent to which the 
school has achieved its objectives. What other evidence has the school 
that it is achieving its objectives and fulfilling its purpose? 

11. Describe how the institution determines the extant to which stated objec- 
tives are achieved* How are the data used for tjuality control and im- 
provtment of vocational/technical education services? Give examples. 
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DELIVERY SYSTEMS 

12. To what extent does your institution duplicate services offered 
by other facilities or institutions? What efforts are made to 
avoid duplication and gaps in instruction? 

ORGANIZATION 

13. Attach an organization chart showing relationships among the compo- 
nent parts of the institution: governing body, administration, 
finance and business management, relationship to any parent organi- 
zation, student personnel services, public relations/ long-range 
planniiig, research cxxd evaluation, branches of the parent school, 
instructional groups , important committees, advisory bodies, in- 
dustrial and government groups. Identify by name the incumbent 

of each administrative and supervisory position. 

14. Explain any planned reorganization or attach a second set of charts 
showing planned reorganization* 

15. Attach a sheet showing names and addresses, terms of office, and 
qualifications of iaembers of the governing body, or indicate where 
such a list is found in the supporting evidence submitted. 

16. Describe the structure of the governing body to show the size, method 
of selection, length of terms, alumni representation, occupational 
distribution, clientele representation, student representation, and 
other pertinent fatits. 

17. Is there any agency other than the governing body which has power to 
ikiitiate, review, or reverse actions of the governing body? Explain. 

* i 

18. Attach a copy of (or summarize) the official document which defines 
the duties and respo:*sibilities of the governing body. 

19. Trace a Ltief history of the school, showing changes in name, organi- 
zational ;tructure, and fonn. When were the first students enrolled? 
The first irccatione 1/technical students? 

20. Who owns and/or controls the school? If a stock corporation, litJt the 
names and addresses of each person or organization owning ten percent 
or mor« of the voting stock. " 

21. By what governmental or non-governmental agencies is tho school 
licensed, approved, or accredited? List the agency and type and 
date of approval. 

22. Does the school offer any training other than resident vocational 
and/or technical education? Explain, 

23. Are any other schools affiliated in the same system or rnder the 
same organizational structure, management, or ownership? Explain* 
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24. Attach a sununary and analysis of data reported in the Program Self- 
Evaluation Reports. Include a table showing: 

Programs offered. 

Enrollment in each, part-time and full-time. 
Staff in each, part-time and full-time . 

Data reported in items 5, 11, 12, 14, and 15 of the Program 
Self -Evaluation Report. 

ADMINISTRATION 

25. What policy manuals have been prepared for guidance of school per- 
sonnel?' 

26. Describe the school's staff development program. 
STAFF 

27. How many permanent employees have full-time teaching schedules? 

a. What is their average work experience in the field being 

taught? 

b. What is their average teaching experience? 

c- What is their average service with this school? 

28* Give 'the nams information for: 

a. employees with part-time teaching schedules 

b. coordinators or cooperative work experience programs 

c. supervisors of instructors and/or coordinators. 

29. Submit an Individual Self-Evaluation Form for each professional 

employee of the school. Attach a summary and Analysis of the data 
reported on the Individual Self-Evaluation Forms. Show the various 
functions to which staff timd is assigned and the amount of time to 
each, as reported on the Individual Self-Evaluation Forms. 

30* Outline the educational and experience background of the school ad- 
ministrators and others in a position to influence or determine 
policy. 

FINAl^CE AND BUSINESS MANAGEMENT 

31. Attach a statement of income and e.^i^penditures for the past two years; 
a balance sheet or otiier detail of assets,, liabilities, and woith; 
and a copy of the current budget. If audited statements are not pro- 
vided, verification by Visiting Team members or other specialists 
may be expected. 

32. From what sources does the institution derive its income? Show 
amounts and percents from each, including that from customer service. 
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33. Describe the budget-making process. ' 

34. Describe purchasing policies and procedures, and procedures for 
procuring supplies and equipment norinally and in emergencies. 

STUDENT SERVICES 

35. What financial assistance is offered to students? 

Describe the institution's policies and practices with regard to 

a. Scholarships. 

b. Student refunds. 

c. Student loans and I'inancial assistance. 

d. Third party financial assistance and/or discounting of student 

notes . 

36. Describe living accommodations for out-of-town students. 

37. Attach or cite a statement of tuition and other charges to 'students. 

38. Attach a copy of any form used as an enrollment agreement or payment 
contract for use with students, and describe procedures used to col- 
lect delinquent accounts. 

39. Describe the institution's systems for budget control and audit, 

40 Describe the means used to control and maintain inventory of supplies 
and equipment. 

41. Describe the system for replacing equipment. 

42. Describe types and amounts of insurance the school carries. 
GENERAL ;\DVISORY COMMITTEE 

43. Attach a roster of General Advisory Committee members and list the 
groups it represents. 

44. Attach a copy of, or summarize the official document which defines 
the duties and responsibilities of the General Advisory Committee. 

45. How often does the Committee meet? 

46. WlTiat evidence is there that recommendations of the Committee are 
implemented? 

PLANNING 

47. Outline the institution's plans for, and/or affecting/ vocational/ 
technical education. 
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48. Describe the planning process. 

49. By whom are plans developed? Officially adopted? 
RESEARCH AND EVALUATION 

50. What systematic research, evaluation, and quality controls are 
carried on? 

51. What surveys are conducted, or what ir formation systematically 
collected about labor market shortages and needs? About popu- 
lation needs for vocational/technical education? 

52. How does the institution assess outcomes of vocational/technical 
education? How does it measure the impact of its work, and the 
effect on need? 



RECRUITMENT AND ADMISSIONS 

53* Describe means used to inform clientele about the institution's 
vocational/technical education offerings.' Attach copies of all 
promotional literature and advertising^ including news releases and 
copy for radio, television, and other promotional media. 

54. Where are admission policies, practices and requirements stated? 
Attach copies • 

55. What percent of applicants are enrolled? What percen.t rejected? 
On what bas- ^? \vfhat provision, if any, is made for applicants who 
are not qjualified? Not enrolled? What percent of applicants are 
enrolled in programs other than that of their first choice? 

GUID7VNCE AND COUNSELING 

56. What types of psychological testing and counseling are available? 
Who provides it? What are the counselors' qualifications? 

57. How are students and faculty oriented to guidance and counseling 
servi.ces availcJDle? 

58. What are the duties of the guidance and counseling staff? 



59. Are the counselors qualified for "nd committed to counseling needed 
in 'Connection with vocational/technical education (as versus counsel- 
ing needed for college and/or the professions)? 

PLACEMENT AND FOLLOW-UP 

60, How many of last year's graduates were placed within one month of 
graduation? Within six months? How many were placed in positions 
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directly related to their field of preparation? Summarize whatever 
data are available, and indicate how they were obtained. Are such data 
systematically obtained on a regular basis? Explain. 

61. What types of placement service does the school rf:nder? To whom is 
it available? 

62. How do you follow up graduates? 

63. Quote placement figures and percentages for the last fivt? gradu- 
ating classes in each program. 

64. Report such evidence as you have of advancement of your graduates 
on the job. 

STUDENT EDUCATIONAL RECORDS 

65. Attach a blank student record card. 

66. Describe the facilities for records storage and maintenance. 

67. Under what circumstances is information from student records re- 
leased? Attach a statement of the institution's policy. 

68. How long are educational records Jcept? 
> STUDENT ACTIVITIES 

69. Attach a list of organizations with the naunes of the presiding 
officer and advisof.ts) , and the number of students participating. 
Indic^ate which organizations are associated with state or national 
organizatioiiS . 

LEARNING RESOURCES 

70. Describe the nature and size of thp library or learning resource 
center and \ts utilizatioxi . 

71. Describe the size and qualifications of the learning resource center 
staff. 

72. How does the institution assure' that learning resources are current 
in content, suited to the audience, well maintfiined , and effectively 
utilized? 

PHYSICAL PLANT 

73. Attach or cite a map or sketch showing locutions and buildings occu- 
pied liy the school. Indicate projected changes. Indicate space 
occupied by each voccrtional/te.chnical program. 

O 
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To be completed \yy each mem- 
ber of the professional staff. 



Date: 



School: 



Location: 



Name, title, position: 



1. 'Mmary responsibilities: 



2. Other responsibilities: 



3. Detail yoiir qualiflcntions for these responsibilities: 
(experience, training, formal education, etc.) 



4* If instructing, how and when 
were you trained to teach? 

I 

5. How do you keep up-to-date with requirements oi the 
occupation (s) for which you are preparing students? 



6. In what ways do you improve your professional competence? (Sliow recent 
professional organization activities, work ejqjarience, formal education^ 
in-service traiiting, self-study, etc., and time involved, ) 



7. 



ERIC 



DUTIES 


Number hours worked r 


Typical Day ' 


Typical Week 


AM 


PM 


Eve 


AM 


PM 


Eve 


Instri>ction: 
cl^tsaroom 














StistiTiotion: 
laboratoryy^hop 














Grading 














Preparation 














Administration 












iytu?3cnt Activities 












Other 














TOTAi^S. 















8. How long employed by this school 
full - part- 
time? Hme? 



9. Hnw long were you employed in the 
occupation for whicJ' you are pre- 
paring students ? 



Date, description of most recent 
experience: 
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11. Does your school make 
adequate provision for: 


Yes 


No 


? 


12. Do you have adequate 
competency in the 
following professional 
skills? 


I 

know 
how 


I use 
rou- 
tinely 


T 

need 
help 


Ih-sGr\^lce staff development? 








Instnictional supplies and 
materials? 








Writing measurable )X5r- 
formancc objectives ? 








Keeping equipment up-'to-date? 








Getting emergency supplies 
or repairs ? 








Making job aniilyses ? 








Evaluating <'aid diajirnosing 
student progress ? 








Maintaining a safe and health- 
ful work space ? 








Organizing and secpienc- 
ing instiniction? 








Time and space for record 
keeping, phuinlng, other 
administrative activities? 








Classi'oom/shop miuiage- 
ment? 








iStaff meetings or other means ^ 
of communication and 
coordinating work? 








Adapting instruction to 
let each student work 
, at his o\m pace ? 








Keeping non-shop instruction 
related to shop and occupa- 
tional needs ? 








Using appropriate media 
and methods ? 








Coimseling students ? 








Stortige ? 








Worldng with committees? 








Tmergency medical assist- 
ance and means of summon- 
ing it? 








Developing student self- 
discipline imd work 
miuiiigement ability? 








Consultation and help with 
problems that may interfere 
wifh V01IV dnino* vniiT hp<?f 

work? 








Using performance feedback 
lis the primar>^ means of 
icinioicmg leammE r 








Continually measuring 
and keeping students in- 
formed of progress ? 








Supervisorj' and expert help? 








En^ltng students to prepare 
for the occupation of their 
choice ? 








Analysing population needs? 








Analyzing man{knver needs? 







13, In terms of the items in the Program Form and the items under '\Staff ' in the 

fiistltutlonal Form, what do you consider to be your major strengtlis, weaknesses, 
and needs for imprbvement?: 



14 » Witai suggestions have you foi* improv^lng the institution or program? 



15. What suggestions have you for impro\ring this self-evaluation study and the instruments 
anil procedures for it ? ^ 
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SUMMARY 

of institutional self-evaluation 



M = Major improvements needed 
I = Improvements needed; 

no crucial weakness (ei5) 
S = Satisfactory; adequate 
E = Excellent; very well done 



PISTINGUISHING 
CHARACTERISTICS 




OBJECTIVES: How well- 
• stated, used 



Matched to: 

1) Institution's purpose 

2) Population (clientele)/ 

student needs ' 

3) Lcibor market/occupa- 

tional requirements 



Achieved (outcomes ) 

(Plaaerit^nt) 
(Negative Outcomes) 



STRUCTURE AND I^EANSl 
• Delivery Systems 



Organization 



Administr a tion 



Staff 



Finance, Business Management 



Advisory Committee (s) 



Planning 



Research and Evaluation 



• Teaching-Learning Process 

• Curriculum 

• Recruitment and Admissions 

• Guidance and Counseling 

• Placement and Follow-Up 

• Student Records 

• Student Activities 

• Learning Resources - 



Physical Plant/Instructional 
Space, Facilities 
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INSTRUCTIONS 



On the ":'v.niniar>^ of Self-Evaluation, " copy the 
evaluative rating entered after each characteristic 
on the Institutional luid Program forms, '^he col- 
umn for the Institution covers factors not iTioluded 
in the program columns. 

Functions such as planning and placement are 
not included in»the program col?'nins. Tlie reason 
is that at the program level such functions tend to 
be Integrated, where.'is at the Institutional level 
they tend to be differentiated functions. 

On the Summarv^ ])laccment as an outcc/ne must 
\ye differentiated from placeinent as a fimction. 

In using the Sumn^iUTt it must be remembered 
that evaluations are (1) subjecttve, suid (2) a terms 
of each institution's or program's own objectives 
and ciz^cumstances. 

The fact of subjeetivit>' vloes not rechice validity. 
Theleni.' for one points out that expert judgment 
tends bo be the '^outside criterion" against wliioh 
validity of instruments is judged* The procedures 
call for judgment by recognized vocational/techni- 
cal edticators, 

Ma^er :ind Beach-^ point out that e.iiluation in 
terms ;of individual objectives differs from that 
aimed at comparing one institution or program 
with another on the basis of externally -derived 
objectives and assumed contpd-rability of circum- 
stances. •;^sers of these instruments should not 
attempt statistical operations appropriate to other 
kinds jof evaluation but not to evaluation in terms 

of indivitluld-objectives. 

i 

- Itenis in the Institutional and Prog;ram forms 
relate t6 different elements, all of which ai'e 
needed. ; EvnJ[uatlons, therefore, cannot be aver- 
aged CO jarrlve at an evaluation for the whole. 
Each part is Important if the whole is to function 
successfully. 

It is doubtful if weightings cim over be p^'e- 
dc^^jrmined for the various items, because pro- 
cesses and resources tend to be interchangeable. 



Finaii *!al resoun^es must idways be exchanged 
for humnn or material resources, and the latter 
also ;ire interchangeable to a consideraJjle ex- 
tent (as in program nvtid Instruction or home 
study where the teacher Is "ijullt in" to materials 
used i3y students, often independently or on-the- 
job). \ 

The Summar>' is meant to suggest Itypotheses, 
not to provide answers. The answers lie in the 
evidence re^wrted by the institution or observed 
there. 

The 3-step, self -evaluation: audit: review 
proceciure, in which judgment must be supported 
by factual evidence (observations or otherwise), 
is aimed at developing reasonal^le reliability in 
w^tat is necessarily subjective evaluation. 

In using the Summary, therefore, DO NOT: 

1) Try to add ratings or obtain averages. 

2) Compare one Institution or program with 
:mother on the basis of ratings on the Summary. 

DO: 

1) Look at each rating in terms of the Insti-^ 
tution*s or program's own stated objectives. 

2) Use the Summary to call attention to ai'eas 
needing special consideration. 

3) Refer back to original data to learn what 
undcjrlies the ratings. 



1_/Thelen, Herbert K ^*The Evaluation of 
Groiip Instruction. Ch. VH in Educational 
Evaluation* New Roles, New MeanB« Part n 
f58th Yearbook of the National Society for the 
Study of Education. Chicago, Illinois: Uni- 
versity of Chicago Press, 1960. 

2/ Maget, Robert F. , and Beach, Kenneth M. , 
Jr. , Developing Voc^ilonal Dacrtruotloo. Palo 
Alto, California: I'earon I^iblishers, 2105 
Park Boulevard, 1967. 
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nmm form 

mstraments and procedures for the evaluation of 
vocational/tectisfical education institutions and programs 



THIS FORM IS DESIGNED TO BE USED IN CONJUNCTION WITH THE 

INSTITUTIONAL FORM OF Instruments anil Procedures for the 
^valuation of Voca^^'-onal/Teohnioal Education Institutions 

Ofld Programs. NEl . ER FORM IS COMPLETE IN TTSELF. 



1. Skim the whole document iind read the In- 
structions tor the ''Instituticniil Form.'* 
Then study the "Program Form," noting 

pages entitled ^'Program Self-Evalua- 
t!on Report. 

2, Work '*\1th oae ch&racterlstlc at a tfrne; 

a) Study the guideSines. ond mak^otes 
as to what evidence is available or 
needed to make an evaluation or to 
:ii:^stf'ntlate y ^wv evahmtion. 

b) Collect and analyze needed .data, 
cooperating with other committees 
to permit broader -scale efforts. 

c) List the strengths and weaknesoes » 
revealed by thr; detaJled analysis. 
Indicate what improvements are 

. needed, planned, and in progress. 

\\ -Invoive co-workera, sf-^^ents, related 
I faculty, and advisoirv' ccjumlttee mem- 
J foers,. Seek ^iieir cc^peration in plan- 
ning and implementing improvements. 

, On the basis of the evidence and your 
analysis, evaluate your program: ■ 
First, in terms of eacH\!piideline; 
Second, in terms of each character- 
istic an a vhole, using the code under 
»»l>rogram Self-Rvaluatlontleport. 

■ \ 



(The evaluation [or the f^haracteristic 
should NOT be a statistical average of 
the evaluations entered after individual 
guidolines, but raCher an evaluation Ix^ 
light of the strengths arid weaknesses 
revealed by the detailed analysis, ) 

5. Complete the "HecapitulaUon: Prograai 
Self?»-Evaluation" form. For the pro- 
gram as a whole, show: 

a) Major strengths ^d weaknesses! 

b) Improvements needed, planned, 
and in progress; 

c) An evaluation of the program (M, 1,3 ,E): 

fi. Use the *'necapitulation»'^as thu cover 
for your r'lporfc. Include the evidence 
.pn which your evalua'tio 5 were based, 
or describe it aihd keep it ready for the 
Steering Committee and Visiting team. 

7. ^ii&titute evaluation on a routine, contin- 
uing basis. Include whatever systems 
are needed for regular data collectii 
analysis, and feedback as a basis foi 
o^jaluation, improving work, and docu- 
menting r^^sults^ 

I 

8. Follow up to be sure that plans for im-^ 
provement ai e implemented. 
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Distinguishing Characteristics 

Vocational/technical education is part of the total educational pic- 
ture in the United States. Its function is enabling people to prepare 
for the wrk of their choice r or to improve their competency in their 
chosen occupation. Vocational/ technical educators must be thoroughly 
familiar with the needs of the labor market and with thf^ requirements 
of the occupations for %Aiich preparation is given. While they work with- 
in the framework established by labor market needs and occupational re- 
quirements, their enqphasis is upon increasing the options open to people, 
and helping people to a fuller realization of individual potential. 

Within the educational complex/ vocational/technical education is 
clearly marked by certain identifying characteristics. It is distinguish- 
able not by content, but by intent; not fay methodology, but by its practi- 
cality; not by its breadth, but by its ties with the working world. 

If vocational/technical education is to be vocational/tedinical educa- 
tlon--that is, if it is to perform its intended function as the link be- 
tween man and work— these fundamental, distinguishing characteristics 
must be present. Itie user of this docummt must keep these characteris- 
tics in mind as underlying everything said in succeeding parts. 



CHARACTERISTIC 



EVALUATION: 



The program eshibite the aharaatericHoe that identify 
and dietinguish vocational/ technioal education* 



GUIDELINES 

1. The program: 

a. Prepares ptople for initial employment; 

b. Re-trains those in the process of changing occupations; 

and/or 

c. Provides training siqpplementary to the daily %#ork of the 

employed. 

2. The program is: 

a. Specific, it imptspves the efficiency of an individual in a 

specific occvfpation# either as preparation for employment 
or s\Q>pl«iientary to employment. 

b. Selective. It is directly related m actual occupational 

requirements. ' . 

c. Practical. The necessary skills and knowl^ge of a particu- 

lar occupation are taught and learned in their practical and 
appropriate application to the work. 
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d. Irmediately applicable, it is timed and organized so that 

the learner can apply it at the tine it is learned to use- 
ful and productive work in a specific occupation. •••• 

3. The program is directly related to employment opportunities. 

4. The program is planned around the students* occupational objectives. 

5. The program develops to a marketable degree all the abilities re- 
quired by the occupation^ such as technical knowledge and skills; 
manipulative skills; work habits; communication skills; human re- 
lations skills; and ability to reason, to solve problems, to think 
independently, and to make judgments necessary for employment in 

the chosen occ^ation (Breadth and depth of instruction) . • . . . , 

6. Effective placement and follcw-up of all students who finish or 

leave are integral and continjing parts of program activities. 

7. Continwus research and evaluation are integral parts of the pro- 
gram, including bcct4>ational analyses; analyses of student occupa- 
tional objectives and entry abilities; measures of student ;progres8 
in school and after emplofment; and measures of student and euiuloyer 
satisfaction. 

Cl IENTELE--JNCWSIVEs NOT EXCLUSIVE 

8. Instruction is offered to all persons who need, desire, and can pro- 
fit frcm it occupationally. 

BASIS OF INSTRUCTION ^ 

9. Instruction is individualised and based on an analysis of each stu- 
dent's fldt>ilities and the requirements of the occupation, 

CURRICULUM 

10. The curriculua in the program is based on an analysis of the require- 
ments of the occupation . . • . • . 

11. Ihe contend of courses is kept current with ocqtQ>ational practice by 
means of periodic analyses of the occiqpation for urtiich training is 

being given. 

12. Courses are developed r maintained, and evaluated with the advice and 
cooperation of representatives of the occupation, both employers and 
practitioners . • • • • . 

METHODS OF INSTRUCTION * 

13. Learning is based on direct escperience rather than viC(arioH8 experi- 
ence (participating and doing rather than hearing and reading about). ^ 
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FACILITIES; CONDITIONS 



14. The facilities and equipment used in instruction are con^arcUsle to 
or compatible with those found in the particular occupation. 

15. Ute conditions under which instruction is given duplicate as nearly 
as possible desirable conditions in the occupation itself. 

16. The length of teaching periods and the total hours of instruction 
are determined by the requirements of the occupation and the needs 
of the students. 

17. Day and evening classes are scheduled at hours and during seasons 
convenient to enrollees. 

INSTRUCTOR QUALIFICATIONS 

18 . Ins tructors : 

a. Are competent and experienced in the occupatioTi taught; 

and 

b. Have been recommended by leaders in the occupation « 
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Philosophy and Objectives 

A vocational/technical education program is judged in light of how 
well it meets its stated objectives, and how well the stated objectives 
fit the needs of the people to be served. At thfe program level objec- 
tives grow out of requirements of the occupation taught and the interests 
and abilities of students. 

t 

CHARACTERISTIC 



The philoeophy and objectives of the occupational prepa- 
ratory program are well defined and properly stated qnd 
used. 



EVALUATION: 



GUIDELINES 

1. The vocational/ technical education program publishes a clear state- 
ment of its (^llosophy aiid objectives. 

2. The statement of philosophy and objectives is distributed to faculty, 
staff, students and the public and prominently displayed in places ^ 
where it will be seen by students and visitors. ^ 

3. The objectives are consistent and compatible with the institution's 
vocatjLonal/te^hnical education objectives. 

4« itie statement of philosophy and objectives describes: 

a. Clientele to be served 

b. Services to be provided 

c. Ihe scope of responsibilities of the program 

d. Expected outcomes in termft of student performance 

e. Entrance requirements in terms of student performance 

5. The program objectives and requirements are known and understood by 
students prior to entry upon the instructional program. 

6« Objectives aure stated in measurable performance t^rma that lend them- 
selves to specific determination of the degree to which they are 
being realized. 

7« Hie objectives are stated in such a manner that: 

a. Students and th^ir parents can understand them 
b« Ihey enatble potential students and their parents to deter- 
mine whether or not the program objectives are eoiif)atible 
with the student's own occupational objectives 
c. Itiey give direction to instruction, planning and related 
activities / 
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d. Employers can determine the extent to which preparation fits 
their requirements 

8* The means through which philosophy and objectives are realized are 
described in the published statement. 

9* Objectives are realistic in terms of capability for achieving them; 
or^ conversely, the capability exists for achieving objectives. 

10. An objective of the progreun is to prepare individuals for initial 
employment I or to improve the occupationatl con^etency of employed 
individuals. 

11. The program provides job skills applicable more broadly than to a 
specific job with a specific employer. 

12. Cft>jectives other than preparation for the world of work are clearly 
stated and their relationship to occupational prep'^ration objectives 
indicated. The objectives reflect adequate provision for students 
who wish concentrated occupational preparation. 

13. The philosophy indicates a respect for the right of students to 
set their own occupational objectives and a recognition that the 
program exists as a service to aid students in achieving their 
self-chosen occupational objectives. 

14. The statement of objectives is formulated in consultation with 
students f former students i staffs the Occupational Advisory Com* 
mittee, and others. 

15. The statement of philoso{diy and objectives is kept current. 

16. The statement of objectives clearly differentiates between what 
the program realistically expects to achieve and what it feels it 
should be doing ideally } it includes an evaluation of what is not 
being done as well as of i^at is being done in serving its con- 
stituency and in developing i upgrading , and updating occupational 
proficiency. 

17* The statement of philosophy and objectives expresses the intent to 
measure and prevent Insofar as possible undesirable unplanned out* 
cdses of the educational process. 
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Mafching Objectives to Need 



CHARACTERISTIC 



Program objectives are realistic in light of the ainli- 
ties and occupational goals of students and the vequirt 
ments of the occupation. 



EVALUATION: 



GUIDELINES 

1. Program objectives are based on and organised around an occupational 
analysis. 



2. Program objectives are based on and organized around career objec- 
tives and abilities of students enrolled in the program. 



3. Program objectives are kept current with changing occupational re- 
quirements . 



Program objectives reflect an awareness of labor market needs in the 
occupation: local, state, regional, and national. 



ERIC 



As a basis for planning program objectives, program planners system- 
atically obtain and use reasonably current data about: 

a. Changes in occupational requirements 

b. Employment conditions in the occupation, including the 

nature and conditions of employment, stability of employ- 
ment, and the amount of unemployment and underemployment 

c. Employment opportunities in the community for students and 

graduates 

d. Unions and other occupational organizations, local and 

national 

e. Licensing requirements and other restrictions on occupa- 

tional entry, local and state 

f . State and local laws and regulations affecting the occu- 

pation 

g. Local, state and national labor-market needs and trends 

affecting the occupation 

h. Characteristics of people in the placement area who are 

engaged in the occupation, such as: 

**Number of people engaged in the occupation 

°Age conposition 

°Sex composition 

°Racial and ethnic composition 

° Languages spoken 

* Income 

^^Occupational stability /mobility 
^Attrition 
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i. Educational status and occupational pr^< iciency status 

of members of the clientele who are nqaged in the occu- 
pation^ includinq : 

''Extent of formal and functional education 
*^ Stat us with regard to currency and level of occuf>a t ional 
skills 

j. Otlier sources of preparation xn the occuf^ation avai. Ia})l3 
to tlie school's clientele 

6. For long- range planning of objectives, tlie [>rc:)gram has projections 
of trends and changes in: 

a. Occupational proficiency requ i retnents 

b. Needs for entry- level and in-servvice training iri the 

occupat iofi 

7. 'iTie program has projections as to liow t)ie need for prepaiation in 
the occupation is being affected by its own and other [urograms in 
the community . 

8. in identifying and meeting need for preparation in the occuf^ation, 
the p ro g r am cfj o r d i n a t e s its e f f o r t s w i th those of o t \\ e r corrunu n i. t y 
agencies and institutions sucli as: 

a. Schools from whicli and to which students transfer 

b. Guidance and employment counselors and agencies 

c. Schools and organizations engaged in preparation in tJie 

s ame o c c up a t i o n 

9. Data are available to stiow trends in: 

a. Characteristics of students served 

b. Services rendered, and 

c . The extent to wh ich services are mee t i ng s tuden t needs . 
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ACHIEVEMENT OF OBJECTIVES: 



Indicators of Success 



CHARACTERISTIC 



The program achieves its stated objectives; it is recog- 
nised fox' its ability to attract people, in need of occu- 
pational skills and to develop students who are ocQupa- 
tionally competent. Placement is satisfactory . Negative 
outcomes are avoided. 



OVERALL 
EVALUATIOM: 



GUIDELINES 



(PLACE- 
MENT : . 
(NEGATIVE 
OUTCOMES : - 



1. There is evidence that the program achieves reasonable success in 
meoLing its and its studc-rits' stated voca tional/ technical education 
objecti.ves. 

2. The prog.iram routinely collects; analyzes and disseminates data show- 
ing how well its and its students ' voca tionaJ./ technical education ob- 
jectives have been met. Such data are made publicly available and 
provided to potential students. 

3. Programs in public institutions routinely collect and publish data 
showing hov/ well tliey are carrying out tlieir purpose and mandate 
v;itli regard to clientele served. 

4. The data collected are of such nature and quality that tliey do in 
fact furnish evidence of how well voca tional/ technical education 
objectives have been met, and provide a basis for maintaining and 
improving quality of voca tional/ technical education services. 

5. Tliere is evidence that the program can reasonably be expected to 
continue to meet its stated objectives for the foreseeable future. 

6. The i)rogram is successful in avoiding negative outcomes of the 
educational process. 

INDICATORS OF SUCCESS of a vocational/technical education program may 
include die extent to which: 

a. Graduates obtain, hold and advance in jobs related to their 

field of preparation. 

b. Graduates feel their preparation has been relevant to employ- 

ment needs . 

c. Employers feel graduates have been well prepared for their 

jobs . 

d. Graduates are satisfied in tlieir jobs. 
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e. Leaving students indicate that their voca tional/Lechnical 

education objectives have been met, 

f. StudenLs demonstrate proficiency in pc^rf orrnance tests based 

on progrofa objectives, 
rj . Former students returji for education to upgrade their skills 
and teclinical knov/ledge . 

h. Emp-loyers, particularly employers of: former students, con- 

tinue to seek graduates. 

i. The program enjoys a favorable rei)utation in the lay com- 

munity and among empJoyers, 
j. Tlie program enjoys a favoral^le reputation among unions or 

other organizations representing the occupation, 
k. Former students refer potential students co the institution. 
1. Students' total school achievement is favorably affected by 

tlieir vocational/technical education experience, 
n. Students are aware of the school's continuing interest in 

t}iem . 

n. The program has a good reputation anv^ng peer institutions, 
o. Former students are active in the corrirn unity in support of 

budget requests and elections, 
p . Emp loyers recommend the school to tiieir employees . 
q, Employer and occupational groups endorse the program, 
r. Employer and occupational groups support the program in such 

ways as : 

^ Furnishing industry personnel as school consultants. 
^ Assisting with the in-service upgrading of instructional 
staff. 

° Supplying instructional materials. 

s. I'he program is supported by its community in such ways as: 
° DonatJ.ng equipment and instructional supplies. 
" Sharing information, literature and training materials. 
Providing training opportunities for staff and students. 

t. Staff members are sought for civic and otJier community ac- 
tivities such as Chamber of Commerce, Foremen's Club, 
unions, and employers' associations, 

NEGATIVE OUTCOMES and indices of negative outcomes include: 

a. Physical injury 

b . Failure 

c . Withdrawal* 

d. AiDsenteeism* 

e. Tardiness* 

•f. Behavior problems 

g. Poor social adjustment 

h. Expressed dissatisfaction of students, former students, em- 

ployers , parents 

i . Unsatisfactory placement records 

j. Unnatisf actory job performance by graduates 
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* Withdrawal, absenteeism, and tardiness are not in and of themselves 
indicators of negative outcomes. Ratlier, 'Jiey call for explanation. 
They may on occasion reflect desirable outcomes such as satisfactory 
employment and education continued in spite of conflicting work schedules 
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Organization and Management 



a^ARACTERISTIC 



j o r r/^.' e rvi { n i raj coul ach i e vi rvj i t .^J oh J p. c* t i ih^r^ ayv I n nal ' 1 1 ru / 



KVA^JJATION : 



GUIDELINES 

1. The proqram is in r/oinp 1 i ance wit:h all Ir-qal, f->r ofoss i.onai. , anr3 otfior 
df >p I i caij Le rr-qu i r ein^?n ts . 



2. A sy h^t-OTat i c {,)r rKre.-durc- f-xists for pl.anninq f^rorji arn obje^^tives banod 

rm a n a na 1 y 5-^ i .s of r> c c i.i]ja t: j o n a 1 r e f j n i r m c n t s , a nd f" o r arl .a t i rjq | ? r c:) - 

q r am f )b ] e c t \ 'Jir^ to fit U i o a h .i i i t i, e s a nd air e e r oh] o c t: i ve s of o a c'li 
enro J i . 



■j , Me a fi s f o r ca r r y i rig r:? u t; f > ro q r arn ob jectlv es a r e (,;rjn s i s t n t w i th e s ^ a).) - 
li-shed I T i nc i.p i fi-S of Jearninq and human dove lopmfnU: ; fhey provide 

n f :> uq h f I (?x i. b i 1 i t: y to a c c orn.rnr)d a t e d i, f f o r e rs cq s i n s t u dp n t n e o d s a nd 
ab i 1 i t i es . 

4 . Wo r k o f V a r i o u i n t r u c t o r .s is o f f e c t . i. v e 1 y articular: e d and r e .1 a f. t? d 
to s t lid o. n t ' c ci r e e r <'.> b j e c t: 1 v . 

5. Provision is made for fn.-quent |)oint.s of entry into tJie proqrcim to 
acf:oirunoda te students who must temf^orarily withdraw. 

6. [Provision ir, made for students to enter and/or re-enter the program 
with full credit for [previous learninq however obtained. 

7. .Student prrjqres.s is measured in terms of achievement of performance 
ob ject i. ve5-j rather tiian on tiie basis of time in attendance. 



fi» 'Hie head of the progrcun is authorize:! to establish and does estabJ.ish 
facuity corrirni ttees , student groups, and groups representative of the 
oc c: u f J a t i o n a nd involves th em in decision m a k i. nq . 

9. Effective communication, both horizontal and vertical, is maintained 
wi th a J 1 [)roqram and related |)ersonnel . 

10. Administiative, supervisory, instructional and related staff meet 
periodically to plan, review, evaluate, and modify instructional 
objectives and procedures. 

11. 'itie head of the program is knowledqeab le cibout applicable federal, 
state, and local laws and regulations. 
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I i 1 ot T-s- 1 Krl i t i nn 1 I 



ERLC 



.1 . All |r^'qrc-uri \ ''r <.<u\i\f^ I , i nc 1. url i nq i ris truc^ or '.>f fo\c\l':<\ .s uIj j t , 

a r. ( ' c\ e d i o- < i t e< 1 t o t l 1 f j h j rn; t . i Vf • cj f t h [ ^ r' r k | r a rn . 

M. i"hf-' i n tT' r (-if • t. i on r.irncHiq >)<lrri i n i s t r < i t.o r ;.; , f-;u;'r.' rv i a-: , i n-i f. mi< • t o" , /ind 

r( • i .-1 1« 'd i [n,;f; r i.K;t. or:.; fjrcjvidos i •■|0'0<'.l 1 cji r"n i ri-] 'Mr/ i r onn^.-nt; .-ind .ipi'C.'ars 
to i risi) i r f ' qood t.(-.'a'-h i nq . 

1 '1 . Tho hfMd of t:h'.^ jir^^-qram ^^xorts 1 f vkI^ r ^d) i f in a<t i v i t i w[ji<d) irr/olvf: 
a. Asf;r-;!:inq studr^it. c/.arocr oh jf^r- 1 i vrv; , aid 1 i f i c;^ , anfl orvu- 
patir^na.l f.)rp|>arat ir.in ne.utd?; . 

h. f >fjrd i nat: iruj and f^J^,•U5;i^q ,Sfdior)l of fV)r ts to moot f >r <:jqrarn 

o[) ject i v(\s . 

c . Mf a.su r i rr.j arvJ [tuhlitdy anncjuno i nq Mu' oxfnit. [o vvhir-h j-ro- 

(/rarn oh ](.'ct ivr*:; huiVf- b(M?n acdi i':'V(.^d . 
f 1 . A : ; .s 'J r i rvj t hat a r • (..• i ^ | ) t. a h 1 f r; r i t ( • i: i . i f o rn< ^ a ^ ; a r i n > j 1 o a r n < r 

[ > ( > r f o r rn a n r;< • h a V f..* h > o an [ .> r ( > j » a r c d a r i d a r o Ijc i r iq i m [ - 1 o in c • n t e d . 
o . U\\ oi\.>T ('t inq t. h f * f > i r ) q f a m t o t h ( ' o rrun unity by r a 1 1 .1 a r" 1 ' / < 1 i s - 

I » ( n 1 f ; i. n f j i r 1 1' o i m a t i f j n ah) o u t ( * r v i ( • o s o f f f ^ r r ■ d ; a 1 k n 1 1: ri c t i v i - 

t i ( ^ ; , St. u d tm 1 1 ' ; r.i n ri f i t a f f" ; a r k1 < i b o u t f ) r o q r a rn s u c c ^ v ' s s a n r i 

J. i rni ta tirnis . 

f . Cwpe rati nq w i tdi a dm i n i s t r a t: i c ) n i n s ee k i nq a rul u t id i z i nq a I i 

available sc)urc.;es of funds and other rosr»urc:f.v> . 

r J . Co ns u 1 1 1 nq w i, tJi roq r aiii f >p r so n n e 1 in de t e r m i n i nq their 

Sf jOc; i. f ic: in-ser v i co t ra i n i nq needs . 

h . b ] a n n i r iq and ^a r r a n c | i n q re^ rm r c e s for p roq r: a m.s o f i n - s e r v i cq 

I inp r o V e rno n t and [ ^ r o f e s i c j n a I q r r:)w t) i of j > r oq r a rn j r o r i n e 1 . 

i . I • r c) V i d i r iq io r on - q r;i r if j (> v a 1 ua t i r > n o f p loq r a rn o b j e c t i. v e s , 

o'O r) t e n t, rnc t h od j i , o u t c orn s , a nd s t ud o n t f j e r f o r ma n ee . 

j. Arranqinq remedial education needed for successful far- 

ticipat ion in the [jroqrcirn. 

k. IManninq and arranqinq for systematic placement and foJ low- 
up act IV i ti es . 

i. b.lanninq and arranqinq for resources needed for successful 
|.)roqrarn operat ion . 

m . A c t i ve 1 y s ee k i riq cornmu n i ty i n vo 1 v e me n t a nd s up po r t . 

15. Adequate r.irovision is made for instructors to obtain consultation 

and assistance as needed ■ > improve their work. 

16. Adequate budqet is [provided for all functions and items necessary 

for carrying out stated proqram objectives. 

17. I'roqram personnel provide tlie quidance and counsel inq staff with ex- 
tensive, current information about the occupation, its requirements 
and means of preparing for it. 

18, Proqram personnel keep quidance staff members informed of program 
and Advisory Committee meetings, and encourage tliem to attend to 
ke6?p cil")reast of curriculum and occupational changes. 

19. Procram personnel orient students and otlier staff members to tiie 

program and its policies, personnel, and activities. 
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[ i ir^i rr.<- t \-:(\ i f. i on 1 2-1 L 



20 . [' r r ain adm i s i o n | /:> L i f; i a nd r ("q u i r- orrie rt t s r r- ^■ ] r>. i r L y • •' xf j r < v ; m cd , 
j)ui-> i i sh od , a nd w i d(.' i y d i s 5i » -rr i na t c^ri i ri 1 1 1 ( > s rd i oo 1 and cornrnun i t. y . 

2 .1. . {' rr)qr am adm i .s s 1 ^>n r j u i r i'rru -n t. -■.i r \.}<as o i on an . i lia 1 y • ; i s ()t' t\\ 

abiJitio.s noodr-d to f'Mt.r»r uf/r.cfu; f u L 1 y iritio the pr-iqiam and intrj 
the? occupation tDr which id prcj-'arf.'S . 

2 2 . Adm i s s j. o n |.> r a c t :i c e e n a b 1 r » { k.> t o n t: i a L e n r ci 1 1 o s t c :> r? t: o r r i i . < > h r-; w w f.^ 1 1 
th e i r ab i 1 j t y ma t ch t: h a t. r f v.{ u i. r od fVj r s uc c(\s s fu 1 o n t: r y i]\t o .;i nd 
[lar ti.c i.p^lt i on in the f^rf^aram. 

:^ 3 . /d 1 a p p I i c a r i t ^ wl i r > m o ( ? t: s t: a t d r" o q u i r r f u > n t. s a r o 1 i ' | i. b In f r a c J rn i .s - 
s i on . 

2 4 . Th e p r ' o (-1 r a Ti x o r t s i. t s ( > I f" t o rj c iiTt i t a nd- p r c | » a r c a 1 1 .' ; t u d o n t s \ u 
w i s ^ i to e n t e I' t h e c > c c u | > a t i o n ci J a r v. a . 

2 5 . App 1 i ca n ts un^ib 1 e tc* meo t f ^a r t i c u 1 a r a dm i s i o n r eq u 1 r rne n ts a r e q i ve n 
help in r eniod y i n q d €2 f i c i o r u • i. f * s , or in s e 1 e c t i r i q o t ? >. e. r i ) r oq r a rrts a p [-^ r o - 
priatc to their preparation and objectivos. 

26. Licensinq roqulations and other factors that may affect employability 
are explained in piil>lished materials provided to students. Care is 
taken to assure that students fully understand and can meet such re- 
qu iremen ts . 

27. Before enterinq tiie proqram, students are informed of tlie physical 
demands, beqinninq salary, economic and workinq conditions, and 
hazard.s that may be encountered upon employment. 

28. Policies provide for transfer into the program and for advanced 
placement of qualified students. 

29. Recruitment and admission policies and practices are such that they: 

a. Aid prospective students in making career decisions 

b. Are conducive to motivation and learning 

c. Provide the basi.s for planning eact; student's instructional 

program in light of his career objectives 

30. Program adraission policies and practices are consistent with the 
institution's purpose and stated objectives with particular ref- 
erence to the clientele to be served. 
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Occupational Advisory Committee 



CHARACTERISTIC 



VALUATION: 



An Occupational Advisory Cormittee aeeiste in developing 
curriculm content, in keeping the curriculm current, and 
in maintaining contact with the occupational cormunity. 



GUIDELINES 

1« An Occupational Advisory Comnittee has been appointed for the program 
and exists as a fomal organization. 



2. The membership of the Occupational Advisory Committee represents the 
clientele, students, and the occi^tion, including both employers and 
practitioners . 



3. The Committee functions welly is used effectively, and meets with 
sufficient r^rvularity to crrry out its functions. 



4. Program personnel are actively involved in Committee activities. 



5. Minuted of Conmittee meetings are available for examination and ref- 
erence by the institutional connunity. 



ft 



6. Occupational Advisory Committee activities are analysed, delineating 
major recoamiendatians and actions taken to Implement them. 

7. The program head assures that preparation for meetings is adequate. 



9^ 



9. 



The work of the Committee and of iti members is given public recog- 
nition and iqppreciation. 



b, 
c« 

d. 

#4 




The CdsiittM advises or assists in sudi matters ass 

Pxqividln? accurate, current occupatiojial information 
FiiidlA? qualified instructor^ 

Sstiblishing standards for equipment, facilities, instructor 
quidifications / instruotioMl materials 

A;^ii»gliE^ tripm# cuetomer work, work ejq^erijMice, 

^■iJj^^il^ ifid. other iide to laaxniiig 

for iiwtructbrs to qp^^ati and 

Sft^y^^ ptofdrmttQce objectives for students 

iitr^ttittiip student achievMwiit and program effectiveness 
J^lt^ dohatwl •sN'P"^ svtppties, and services 
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Pilot Test Edition 12-71 
Progrcm Form 



Program Research and Evaluation 

The ultimate criterion for judging a vocational/technical educa* 
tion program is whether it produces competent graduates uho enter the 
occupation a^ perform effectively. A program coooiitted to preparation 
for employment engages in systematic efforts to evaluate the occ^ational 
competence and success of its students and former students; to iiv>rove the 
efficiency of instruction; and to keep instruction relevant to occupa- 
tional requirements and student interests and abilities. 

CHARACTERISTIC 




Research and evaluation are conducted on a continuing^ 
syetemtic baaie aa an integral part of program operation. 
Program outcomes and all aspects of program operation are 
evaluated. Results are used to improve service to stu-- 
dents. 



EVALUATION: 



GUIDELirES 

1. All program activities ^ resources, and functions are continuously 
evaluated to assure continuing quality of service. 

2. Periodically (annually or oftener) the program as a uhole is eval- 
uated to determine its effectiveness. 

3« Evaluation specifically includes appraisal by students # former stu- 
dentSr eoployers of students and fo|rmer students # and Advisory 
Committees • 

4. Research and evaluation efforts are encouraged and s^pported with 
adequate budget, tlms/ space i and other needed resources. 

5. Bach staff member participates in, and understands his responsibility 
for research and evaluation. 

6. Txz program oondtlcts research essential for planning, instruction, 
quality control, and evaluation# Including: 

a. Occ^patjkonal analyses 

b. Survey of student career objectives 

c. Pre- and post-testing of student performance based on 

occupatlonally related performance cdsjectives 

d. Continuous evaluation of student performance with immediate 

feedback to students 

e. Follcw-up studies of student placement and job success 
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PROGRAM RESEARCH 
Program Form 



7. Evaluation of chants in student perfornance attributable to partici-* 
pation in the program Includes i insofar as possible, measures or evi* 
dences of change in: 

a . Self-perception; self-acceptance 

b. Attitudes toward work (general and job specific) 

c. Attitudes toward education (general and specific to personal 

career planning) 
d. Work habits ^ 

e. Job-related skills i such as communication, reading, com- 
putation 

f. Job skills, including manipulative 
g. Job information 

h. Judgment: job-related decision-making 

i. Ifork management sldlls 

j. Ability to work with others, including supervisory skills 

8. If licensing is required to eiiter the occupation for which prepara- 
tion is given, data are systematically obtained as to success of 
graduates on licensing examinations. 

9. Experimentation is being conducted with new Instructional media and 

methods and with varying delivery modes «Aiich might serve to increase 
th^ efficiency of learning or effectiveness in using rMouroes or 
meeting needs. 

10. Rec^nmendations from evalu?)tions are implemented, 

11. Evaluation results are expressed in terrmi of positive achievements 

insofar as possible rather than in subjective t^stmm, 

12. A range of evaluative techniques is utilised^ sufficient to enoompass 

the range of outcomes and elements to be evaluated. 

13. Research and evaluation efforts focus especially on developing kinds • 

of data that can, lead directly to Improving efficiency of learning 
and keeping instruction relevant ±o occt^ational reqpilrisments and 
the needs and Interests of students* 

14. Planning systematically incorporates procedures and means for eval* 

uating each activity, so that data needed for evaluation are rpu* 
tinely collected as^activ|.ties are conducted. 

IS. Program personnel use esqpert assistance as needed to conduct researdi 

and evaluation and to establish undergirdii^ information systems. 

16. Evaluations of perform^ince of students, faculty , jynd staff members are 

dempf^atically conducted, with emphasis upon self evaluations to be 
usedr^agnostically in planning future activities. Evaluation is in 
terms of the individual's progress toward his own performance objec- 
tives , planned in light of occupational requirMients, rather than on 
the basis of comparing his performance with'' that of other people. 

♦ 
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The Teaching-Learning Process 



CHARACTERISTIC 



The learning eituation givea evidence of effective in- 
atvuator planning for orienting youth and adults to the 
world of work and preparing them for gainful employment. 



EVALUATION: 



GUIDaiNES 



Progreun objectives: 

a. Are the basis of instructional activities. 

b. Guide the organization and teaching of instructional 

content. 

c. Are used for measuring student progress. 

d. Are adapted to students* occupational objectives. 

-2: At time of enrollment the instructor makes certain that all students 

are knowledgeable about the goals and. dojectives of the course , as * 
%iell as tb.e achievement levels expected. ^ 

3. the instructor uses measurable performance objectives, based upon an 
accepted analysis of required occupational conpetencles. 

4. Skills and knowledge being learned are those currently jicceptable in 
the occupation or subject being taught. . 

5» The instructional situation replicates best industry practices in- 
cluding cleanliness, orderliness, accuracy, speed, pride in workman- 
ship 9 work methods, and efficiency. « 

6. nieJre is available for student examination: 

a. A list of performance objectives. 

b. A course ov^tline. 

c. A detailed course of study or syllabus. 

d. Ins^bructional materials used in the course. 

e. A list of reference and resource materials. 

7. Ihe instructor makes certain that all students know what performance 
is esqpectedof them, the conditions under which the performance will 
take place, the criteria by which performance will be judged, and the 
mininum acc^table performance. 

8. The instructor is able to detect and accoseaodate his teaching to stu- 
dents* individual differences. 

9. The instructor has organised stiident learning activities so that 
individualised instructioni when appropriate, is available to all; 
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Pilot Test Edition 12-71 
TEACHim-LEARHim PROCESS 
Pi^gram Form 



10. A planned testing and evaluation program is used, including: 
a. Pre-testing covering each performance objective of the 

program, or group of objectives. 

b. Post-testing based on performance objectives of the program. 

c. Diagnostic testing to be used as a basis for remediation 

and/or counseling, 

d. Continual testing and evaluation of progress and achieve-* 

ment based on performance objectives. 

• • • . • Regular evaluation fay students of the relevance and effec- 

tiveness of instruction in helping them achieve their 
occupational objectives, with provision for using results 
in modifying instruction. 

11. Imediate feedback to students of test results and progress measures 

is an integral part of the teaching- learning situation. 

. 12. The Occupational Advisory Committee expresses satisfaction with the 
total plan for the pr^aration of students in the occupation being 
taught. 

13. Progress charts ar^ utilised in accounting for student progress. 

..... 14. Any cu8to«M»r or "live"* work is accepted by the instructor on the 

basis of its Instructional value in accordance with school policies. 

15. The instructor acts as a manager of learning and makes provision for 

materials and procedures by irtiich students can pursue learning in- 
dependently and with peers. 

16. The learning situation is such that all students may at all tines be 

constructively busy engaged in learning experiences directly related 
to their ooctvational objectives. 

..... 17. Students practice and exhibit understandings of safe work habits. 

18. The instructor has organised the shop, laboratory, or classroom 

situation so that members of his class have an opportunity to 
participate, under stq^rvision, in management and s^perviaory activ* 
Ities. 

19. There is evidence that the instructional setting permits, and that 

students accept , realistic industry eilpectatlons of productivi^ at 
the level for which they are preparing. 

20. Students appear to eshibit a genuine pride in wprkmanship. 

21. Where appropriate the instruptor has available and utilises effect 

tlvely sudi teaching resources as? 

a. Para*-prpfesslonal personnel 

b. Desnnstrations by qiiatifl#d individuals 

c. Trips to actual employment situations 
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22* Provision is made for recent graduates who are successfully employed 
in the occupation to counsel students^ answer their questions, and 
infonn them of conditions in the occupation. 

23* Instructors utilize the facilities and resources available in the 
environntent to enrich learning. 

24. Students learn maintenance procedures and participate in an organized 
prc^ram of preventive maintenance* 

25. Instructors encourage and^iguide co-curricular student activities 
designed to promote learning objectives* * 

^ 26* Instructors identify problems interfering with individual student 
achievement and refer problem cases to appropriate counselors ot 
agencies. 

27. Instructors counsel Individually with students as needed to aid them 
in making career decisions and in removing barriers to learning or 
to successful employment. 

28. The instructional staff Is active itt placing students and following 
up their occupational success and continuing education needs. 

29. Program personnel help students secure appropriate part-time eiqploy- 
ment In order to remain in school and to l:apcave occupational skills. 

30. Information about a student obtained during Instructiofif counseling 
or testing is held confidential and used only to help the student. 

31. Instructors act to Insure the accuracy and confidentiality of student 
records . 
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Program Form 



Curriculum 

CHARACTERISTIC 



EVALUATION: 



The program is staffed^ adminie teredo supplied j and qoyI" 
ducted so as to provide for the development of occupa- 
tional competence in youth and adults^ and to contribute 
to the development of effective citizenship and social 
competence in students. 



GUIDELINES 

1. Instructional activities are based on stated program objectives, v^ich 
guide the organization and teaching of instructional content. 

2. All elements of instruction (shop, related and occupational theory) 
are directly related to requirements of the occupation. 

3. The curriculum makes provision for continual meaisurement of student 
progress in terms of stated objectives and for immediate feedback to 
s tudents • 

4. The curriculum is prepared with the advice of instructors and related 
instructor^, students, former students, and leaders in the occupation. 

5. In programs to prepare students for entry into an occupation, the 
curriculum is designed to develop all required abilities, including: 

a. Requisite skills and knowledge 

b. Desirable work habits and attitudes 

c. Pride in workmanship 

d. Habits of occupational ly acceptable personal grocxning and 
i dress 

e. Understanding of appropriate employer-employee relationships 

f . Knowledge of personal and business ethics 

g. Awareness of appropriate customer relations 

h. Necessary communication skills 

i. Habits of good health and safety practices 

6. Iti8 curriculum is designed to allow time to acquire and practice 
manipulative skills, technical knowledge and related subject matter 
essential to qualify students for employment. 

7. The curriculum provides opportunity for development of skills in the 
use of 4:ool8 and equipment of industrial caliber and for related 
knowledge appropriate to the use of such tools and equipment. 
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8. The curriculum provides options for the student in a variety of em- 
ployment openings related to tlie occupational area. 

9. The curriculum has content current with the latest practices in the 
field of employment. 

10. The curriculum makes provision in the performance of jobs and in ttie 
testinqT of student progress for obtaining evidence that each student 
has aci^ired a complete comprehension of healUi and safety practices, 

11. Information enabling students to confirm or modify their occupational 
choice is included early in the instructional program. 

12. Placement activities are an integral part of the instructional pro- 
gram, 

13. The curriculum includes instruction in such areas as: hov^ to seek 
and obtain employment, social security, workman's compensation, the 
preparation of applications and resumes, acquisition of personal 
tools and equipment, appropriate grooming, employment testing^ con- 
cepts of employer-employee relations, and social and attitudinal 
skills necessary for success in obtaining employment and for ad- 
vancing on the job. 

14. Feedback from former students and their employers is used to improve 
the curriculum. 

15. 'rtie curriculum is organized so that student transfers between levels 
and areas may be facilitated with the least possible loss in time 

to students . 

16. The curriculum is planned to be articulated with more advanced or 
sophisticated programs, as well as to provide training for the 
specific occupation. 

17- Related instruction is relevant to the student's vocational/technical 
education choice. 

18. The currifeulxim is designed to provide appropriate instructional de- 
vices and techniques to accommodate various ability levels and 
learning speeds. 

19. The cmrriculum makes specific provision for vocational youth organi- 
zations as co-curricular activities designed to achieve program objec- 
tives . 
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Learning Resources 



QHARACTERISTIC 



EVALUATION : 



InstY'Uctional media and materials are Qurvent^ appropri- 
ate^ useful:, and sufficiently comprehensive to serve the 
needs of students in the program. 



GUIDELIhES 



A sufficient quantity and variety of equipment and materials are 
available to facilitate a multi-media approach in the instructional 
process . 



2» Media and materials provide for the needs of each student* 

3» Instructional materials are accurate in content, and reflect current 
occupational knowledge and practice. 

4. Materials and media for theory, reference and related instruction are 
appropriate to tlie needs of the curriculum. They include such items 
as : 

a. Audio and video materials 

b. Reference books 

c. Trade, technical and professional periodicals 

d. Industrial pamphlets 

e. Technical abstracts and catalogs 

f. Occupational monographs 

g. Models, mock-ups, exploded views and other visual aids 

h. Copies of pertinent local, state, and federal regulations 

i. Programmed instruction materials 

i. Equipment for producing visual aids 
k. Equipment for projecting the visual aids 
1. Facilities for producing and reproducing instructional 
materials 



5. A library of such materials as equipment catalogs, instructional 
materials and curriculum references is maintained in or convenient 
to the instructional area. 

6. If individual learning centers are provided %#ithin classrooms, shops, 
or laboratories, such centers are maintained in good order. 

7. Space and equipment are provided for students to pursue independent 
study or for remedial instruction. 
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6. The quantity of iniitructional materials is adequate n relation to: 

a. The scope and purpose of the curriculum. 

b. liie methods of instruction. 

c. The nun±>er of students and faculty. 

d. The availability of other appropriate library resources. 

e. The characteristics of the student body. 

9. The reading difficulty o." written instructional materials is keyed 
to the reading competence of students. 

10. Supplementary instructional aids and teaching devices are used to 
assure achievement of objectives and provide for special interests 
or learning problems. 

11. Itie organization and presentation of instructional content and 
materials are in accord with sound psychological principles of 
learning . 

12. Illustrations are used where appropriate, and are of such nature as 
to aid in the instructional process. 

13. Instructional materials are legibly reproduced, durable, suitably 
bound, and attractive in layout and format. 

14. Adequate provisions are made for demonstrations and for using visual 
aids, including ventilation, darkening the room and projecting the 
visuals . 

15. Funds are budgeted in accordance with an annual plan for tiie pro- 
curement and maintenance of instructional media and materials. 

16. Obsolete instructional materials are discarded* 

17. Each classroom, laboratory, and shop is equipped with well-located 
tackboards and permanent chalkboards, ample in sii'.e and in usable 
condition . 

18. Display and exhibit space and facilities are provided. 
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Supplies and Equipment 



OiARACTEHISTIC 



[•VALUATION: 



^nipi^ and eqini'ment u) 


*e ade{{iiate 


to achi-ei 


)e an>iuurufed 


ol JacLiveti of the !. n)(jp(w 









1. Seating and work stations in sliops or classes ate ijufficient in 

number to meet needs of the largest class. 'Itiere is a satisfactory 
ratio of students to work stations. 

2. 'Hie shops or iatx)ra tor ies are adequately equipped for all phases of 

the occupation for which tiie training is being given, 

3. Shop tools , supplies , machinery and equipment are of the grade and 

type currently used in the occupation for which instruction is being 
given; if simulation is used, it is com{:>aralj le witli occupational re- 
quirements . 

4. Equipment tl^xat becomes obsolete is immediately disposed of and is not 

allowed to clutter up instructional space or storage space. 

5. 'Hie type, variety, and quantity of machines, tools and equipment are 

such tl^iat basic, as well as current maripulative skills needed for 
employment can be easily demonstrated and practiced. 

6. Tool storage and stockroom systems approximate those used in the 

occupation taught, and provide for systematic and orderly storage, 
dispensing, maintenance, replacement and inventory control. 

7. Instructors are able to obtain supplies, materials, and repair ser^ 

vices as needed to maintain continuity of instruction. 

8. Adequate provision is made for securing emergency repairs, equipment^ 

and supplies. 

9. Arrangement of machines and equipment is well planned for instruc- 
tional purposes. It permits a planned and logical flow of work as 
suggested by an industrial work-flow study. 

10. Spacing between the equipment is sufficient for the safe handling of 

materials used in the training. 

' 11. Equipment is maintained in good condition so as to provide for opti- 

mum learning. 

O 
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12. Supplies cuid equipment are h^indiod and stored in accordance with 
good safety practices. 

13. Safety clothing and protective devices are provided, readily avail- 
able ^ and used. 

14. All power machines and manually operated equipment are provided 
witii acceptable safety guards (mechanical/electrical); the guards 
are used by student and faculty operators at all times. 

15. Students are informed prior to enrollment of all supplies tliey are 
required to purchase, where such supplies may be obtained, and how 
much they cost. 

16. Except a.s noted in "15" above, ail supplies necessary for instruction 
are provided for students . 
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Instructional Space and Facilities 



a-iARACTERISTIC 



EVALUATION: 



Instruotional space and facilities are and for the fore- 
seeable future will be adequate to enable the program to 
achieve its objectives . 



GUIDELINES 



1» utilities such as gas, air, water, and electricity are adequate and 
available at appropriate locations. 



Classrooms / laboratories, shops and otlier instructional space are 
adequate in size, location, arrangement, and facilities to provide 
for safe, orderly, and effective instruction. 



3. An area shielded from distractions and adequately soundproofed is 
provided for instruction in occupational tlieory. 

4. 'Ihe location of instructional areas eliminates undue interference 
With or from other school activities. 

5. Adequate visual control and super_y,ision of all instructional areas 
is possible. 

6» Provisions have been made for appropriate floor markings in labora-- 
tories and other facilities, identifying aisleways, work stations, 
potential hazards and traffic patterns. 

7. Ample space is provided for a free flow of traffic in classrooms, 
laboratories, and shops. 

8. An adequately located, furnished and equipped office rxrea is pro- 
vided for instructors for planning, for keeping records, and for 
consultation and cidministration. 

9. Space and facilities are provided for storage of scrap and salvage, 
student work in progress, instructional supplies, and movable tools 
and equipment. 

10. Suitcible safe storage is provided for inflammables, chemicals, and 
gases . 

11. Appropriate first aid supplies are available and readily accessible 
in the classroom or instructional area. 
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12. Appropriate fire extinguishing equipment is available and conveniently 
locate;^ . 

13. Adequate exhaust equipment is provided as needed in all instructional 
areas. 

14. Instructional areas are clean^ orderly, attractive, and maintained 
in accordance with good occupational practice. 

15. Acoustics, light, heat, air conditioning, and ventilation are adequate 
throughout to protect health and provide good working conditions. 

15. Program space has appropriate entrances and exits to each facility 
based on: 

a. Ttie size requirements of equipment. 

b. Ttie nature of vehicles or other machines on which work is 

to be performed . 

c. Tlie size of items to be fabricated within tiie work space. 

17. All corridors and doors to classrooms are of sufficient width to 
allow easy movement of demonstration equipment in and out of rooms. 

18. Where customer work is to be part of the instructional program, pro- 
visions are made for receiving, storing, and delivering work with 
the least inconvenience to the instructor, and with provisions for 
maintaining records . 

19. All laboratory facilities which require student change of clothing 
and clean-up are self-contained with loc?ker, wash anJ lavatory 
facilities . 

20. Flooring materia] s utilized in each Iciboratory or shop are appro- 
priate to the nature of the learning activities within the facility. 

21. Specific areas and equipment are color coded for safety purposes. 

22. Emergency showers for acid and other injuries are readily accessible 
where needed. 
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Program Self-Evaluation Report 



1. Submit copies of the report «'U3 instructed 
to the school Steering Committee. Keep 
a copy for Progrsim files and for use by 
the Visiting Team during its visit. Make 
extra copies as needed for faculty refer- 
ence in implementing Improvements and 
for use in orienting new faculty meml)ers. 

2. Use the ^^Recapitulation: I>rogram Self- 
Evaluation'^ as the cover. 

3. Attach a list of the people who prepared 
the report. If different people prepared 
different parts of the report, indicate 
the part(s) prepared by each. 

4. Attach a completed Program Form. l)c 
sure an evaluation is entered after each 
characteristic and guideline. Hie evalua- 
tion should represent the consensus of 
committee opinion. 

5. Attach explanations, documentation, and 
supporting evidence requested. In your 
report, copy each of the headings below 

SirPPORTING EVrOENCE 

1. ORTECTIVES; NEED 

(a. Attach or cite the program's statement 
of philosophy and objectives. Where 
is it published? Displayed? Jlow and 
when made known to new students ? 

b. How are the program^s objectives 
determined? Revised? Kept up-to- 
date with occupational requirements ? 

c. What evidence is there of need for 
preparation in the occupational field? 
71)at the need can be expected to con- 
tinue? 

d. What instructional sequences are of- 



and put your answer after it. Include 
any other explanations or exhibits that 
might serve to explain or show the basis 
for evaluations, or help an outside re- 
viewer gain a picture of the program. 
(If the information is provided elsewhere 
in the Institutional Self-Kvaluatlon, indi- 
cate where it may be foimd.) 

RE I> () R T 

Cover fl^ecapitulattont. . . ) 

Committee, assignments 

I Program Form 

I ~1 Supporting E idence 



c o 


D E (for evaluations): 


M ^ 


Major improvement necc'ed; some 




serious weaknessfes) 


I - 


Improvement needed; no crucial 




weakness (es) 


s = 


Satisfactory; adequate 


E - 


Excellent; very well done 


NA = 


Not applicable 



fered by the program ? Indicate 
amount of time and clock hours re- 
quired for completion, in day and 
evening school. ) 



2. OUTCOMES 

(a. What evidence is there that the pro«- 
gram is achieving its stated objec- 
tives? Is enabling students io achieve 
the objectives for which they enrolled? 
What evidence is there that students, 
former students, and employers are 
satisfied with the program ? 

I) Give placement figures and per- 
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eentages for the la8t three fpraduatinf; 
classes. fncNcate how many of the 
students were placed In positions 
directly related to their field of pre- 
paration. Give names and addresses 
of major employers. 

2) How many students left the pro- 
gram last year, why did they leave, 
and what became of them ? If pos - 
sible, show: 



Ntimber of 
Students 


Comple- 
tions 


With- 
drawals 


Currently employed: 
• In field of pre - 
paration 






• in related field 






• in unrelated field 






Currently 
unemployed 






Currently enrolled 
in another school 
or program 






Other (Explain) 






Unknown 






TOTAL 







3) Report such evidence as you have of 
advancement of your graduates on the 
Job. 

4) what was the completion rate for 
the last group that finished the pro- 
gram ? That is , of all those who 
started, what percent completed? 



and js^aduates in obtaining employ- 
ment related to their field of prepara- 
tion? 

c. Attach or cite a copy of any certifi- 
cate, diploma or degree awarded. 
What is tlie authority for awarding it? 
What are the requirements to earn 
It?) 



3. OHGANTZATION, MANAGEMENT 

(a. What governmental licensing ap- 
' plies in the occupational area? 

b. What legislation or governmental 
regulation applies in the occupa- 
tional area? To schools preparing 
for it ? Have ready for reference 
by Uie Visiting Team during its 
visit copies of all laws and regula- 
tions governing the occupational 
area and preparation for it. 

c. Attach a copy of the program ad- 
mission requirements or indicate 
where they appear in your catalog 
or in other material submitted. 

d. Describe steps in enrolling a stu- 
dent. How do you determine 
whether students are qualified for 
admission? What evidence do you 
require? What fraction of appli- 
cants for enrollment were rejected 
during the past year ? On what 
basis? 

e. What provlsioD If any is made for 
inadequately prepared students ?) 



5) What percent of your students last 
year were terminated or transferred 
out because of failure to learn the re- 
quired skills and Icnowle<ige? For 
what other reasons are students ter- 
mtaioted? 

b. How does the program assist students 



4. ^VALUATION 

/ 

i(a. How is student learning assessed? 

Is the progress of each student 
I measured against her or his own 

previous performance and her or 
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Mfi own objectives? Explain. How 
are students J^ept Inf^med of pro- 
gress? 

b. bichide a copy of your written pol- 
icy regarding perforhfiance levels 
required for graduating. 

c. What systematic efforts are con- 
ducted to evaluate and improve the 
program? What data are systema- 
tically collected and analyzed for 
that purpose? What special re- 
search is conducted?) 

5. CURRICULUM 



students are assigned to such in- 
structional section at a time (class 
size)? 

e. What provision is made for hands-on 
experience? How much customer 
work is accepted? On what basis?) 

7. SPACE, FACILITIES 

(a. Describe the work space used by the 
program and show amount devoted to 
classrooms, laboratories, shops, ad 
ministration, and service areas. A 
sketch of the floor plan would be help 
fill. ^ 



(a. Submit an outline of subject matter 
In sufficienl detail to reveal its 
scope and sequence. 

b. What methods are used to keep sub- 
ject matter up-to-<late? 

c. When and how was the last analysis 
made of the occupation? Explain. ) 

6. INSTRUCTIONAL RESOURCES 

(a. How many staff members serve stu- 
dents In the program ? Describe 
the staff and its qualifications « 

b. List the Instructional materials and 
equipment used in the prc^am; text 
and test materials, supplements, 
teaching devices, audio-visual aids, 
and major Items of demonstration 
and practice equipment. 

c. Describe briefly the utilisation, na- 
ture and sice of Ubrary and otiier 
learning roaources for reference use 
by students in your program. 



b. What provisions are made to protect 
the health and safety of students and 
Instructors?) 

8. PROBLEMS, IMPROVEMENTS 

(a. What are the major problems faced 
by the program ? How have you tried 
to solve them ? 

b. What improvements in the program 
have been brought about in the past 
three years ? 

c. Describe the extent of participation 
of progrdm staff in professional or 
trade organisations in the field 
served fay pie program. Describe 
other activities engaged in to Im- 
prove the competence of staff mem- 
bers.) 

9. ADDITIONAL DATA, SUGOESTlCmS 

(a. Submit any additional data that 
would help give an accurate pic- 
ture of the program. 



to classrooms, shops, and labora- 
tories requiring practice, how many 
pieces of similar equipment (or work 
stations) are provided? How many 

N 

\ 

\ ) 



b. After going tlirough the self- 
evahiattoa, what suggestiona have 
you tor improrlng the forma or 
procedures in this document?) 
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Program: 
School : 



RECAPITUUIIONi 



Location : 



STATEMENT OF T>€ PROGRAM'S MAJOR STRENGTHS. WEAKNESSES. AND PLANS FOR IMPROVEf€NT 



(Major 
StrenytJxs) 



(Major 
Weakneesee) 



(Plane for 
Improvement) 
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I certify that the inforaation contained herein is correct to the best of 
«y knowledge and belief* 



• Signature, title: Head of Prograsi 
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(Please print) 
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teriatioB 



PRODUCT 



PROCESS 



Philosophy/ 
O bjective s 



Objectives , 
Need 



Org./ManA Advisory 
aaement I Covmi t tee \ 



TeachingA Curricu- 
Learning \ lum 



Supplies/ 
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Glossary of Terms* 
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ACCREDITATION: The process whereby an organization or agency recognizes a 
colleges or univc^rslty or a program of study as having met certain 
pre-determined qualifications or standards. 

ADULT EDUCATION: Education designed to meet the needs of employed youth 

and adults or other people unable to devote primary energies to edu- 
cational pursuits. 

BEHAVIORAL OBJECTIVES: Objectives whose achievement can be measured In 
terms of performance. (See: PERFORMANCE OBJECTIVES) 

CAREER OBJECTIVES! See: occupational objectives. 

CHARACTWISTICS: Essential traits, qualities, or properties, particularly 
those which are distinguishing or identifying. 

CLIENTELE: People whose vocational/technical education needs the insti- 
tution or program expects to serve or is expected to serve. 

CLUSTER OF OCCUPATIONS: occupations for which a common core of Instruction 
can prepare, as for example automotive trades which prepares for such 
occupations as auto mechanic, auto body repairman, automotive services, 
auto inspector, and brake adjuster. 

COLLECTION: Books, periodicals, audio and visual materials, and other 
learning resources maintained for study and reference by students. 

CQMIMITy: The geographic area, people, and labor market the school serves. 
May be confined to defined occupations and segments of the population 
from a wide geographic area, such as automobile insurance adjustors 
in the United States. 

COMPETENCE: sm< occupational competence* 

COOPERATIVE PROGRAM: An educational program planned and supervised cooper-* 
atively by the institution and es^loyers whereby students receive 
occupational and related instruction by alternating study in school 
with work experience in an occ^tional field. 

COORDINATOR (COOPERATI^ BUCATinN): A mea«>er of the school staff respon- 
sible for administering school program of work experience for 
students and resolving all probleflM jbhat arise concerning on-the-job 
activities of the epployad student. The coordinator acts as liaison 
between the school and employers in programs of cooperative education 
or other part-time job training. 

CXXASE: A defined segment of a program. 

^Meanings of terms as eiq>loyed in this document. 
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COURSE OF ^fwV! A guide prepared by administrators, supervisors, and 

teache|p of a particular school or school system as an aid to teach- 
ing a given subject or area of study* More detailed than a course 
outline and includes statement of methods, materials, and equipment 
needed. 

CCXJ^SE OlfTLINE! ^ outline of subject matter to be presented or learning 
experiences planned for a course. 

CURRICULUM: A sequence of educational and skill development experiences 
designed to accomplish a particular purpose. The carriculum for a 
prograun of vocational/technical education is designed to prepare an 
individual for entry, promotion, or upgrading in a specific occu- 
pation or cluster of occupations. (See definition «of CLUSTER OF 
OCCUPATIONS) 

DELIVERY SYSTEM! A mode of rendering educational services, including all 
parts and functions needed to accomplish the desired purpose. 

DISADVAffTAGEDl Educationally i economically^ or culturally disadvantaged. 
Refers to those persons yho^ because of socio-economic conditions 
or lack of educational opportunity have not attained educational 
achievement normally expected for their age level. 

EVALUATION: ^ measuring or assessing of effectiveness. An on-going pro- 
cess by which effectiveness and progress are determined, used to guide 
change and offer directions for program modification and operation. 

FACULTY! staff members whose responsibility is to the instructional program. 

FEEDER SCHOOLS! schools providing prior preparation for students. 

FOLLOW-UP: Activities designed to evaluate the occupational status and 
progress of former students. Term may also be used for activities 
designed to serve former students^ needs for further education or 
related services. 

POLLOIfHJP STUDY: A study of the occupational status and progress of former 
students, as a means of evaluating effectiveness of the school's 
program of occupational preparation, of improving such preparation, 
and/or of determining needs of former students for further services. 

FUNCTION: ^® of a group of interdependent elements contributing to a 
larger system, such as student recruitment or evaluation. 

GENEML ADVISORY COMMITTEE: ^ committee that advises an, institution as to 
its vocational/technical education activities overall. (See also: 
OCCUPATIONAL ADVISORY CCMMITTBE) 

GOVERNING BODY: ^ appointed or elected group of individuals with the 
responsibility for the institution and for institutional policy 
making, e.g., the school board, board of directors. 
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GUIDELINES: The means by which significant characteristics in the eval- 
uation of an institution or program are identified or measured, 

HANDICAPPED: People with physical, mental, or emotional disabilities. 

INPUT! Resources (human, financial, and material) and data used in the 
educational process. 

INSTITUTIONAL COMMUNITY; All people connected with or affected by the 
institution including faculty, students, the people who support 
the institution, the people it is expected to serve, and the 
employers and occupational groups it affects. 



JOB ANALYSIS: see: cx:cupational analysis. 



JOB DESCRIPTION: a description of the work to be performed in a partic- 
ular position. 

LABOR MARKET SURVEY; a form of occupational census, taken by personnel 
trained to determine the number of qualified workers in designated 
occupations in a specified geographic or economic area, and to 
evaluate the need for increasing or limiting the numbers available 
for employment in the occupations surveyed. See: MANPOWER SURVEY. 

LEARNING RESOURCES: All textbooks, reference materials, equipment, 

supplies and other items and matciials needed for successful achieve- 
ment of learning objectives, 

rt^WPOWER; People available to perform needed labor. 

MANPOWER SURVEY: a survey of manpower supply and demand in various occu- 
pations; provides basic data for a labor market analysis. 

NEGATIVE OUTCOMES: Undesirable outcomes of the educational process, e.g., 
physical injury or maladaptive response patterns. 

OCCUPATIONAL: Relating to the occupation (s) for which preparation is 
given (See: PROFESSIONAL) 

OCCUPATIONAL ADVISORY COMMITTEE: a committee advising as to a program pre- 
paring for a particular occupation or cluster of occupations. 

OCCUPATIONAL COMPETENCEJ includes technical knowledge and skills? manip- 
ulative skills; communication skills; human relations skills; work 
habits; and the ability to reason, to solve problems, to think in- 
dependently, and to make judgments necessary for satisfactory employ- 
ment in the occupation. 

OCCUPATIONAL INFORMATION: systematically organized data used by guidance 
personnel and others for the purpose of helping persons make a voca* 
tional choice. Material concerns the nature of the work, duties, re- 
sponsibilities, and compensations involved in the several vocations, 
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including information about employment outlook, promotional oppor- 
tunities , and entrance requirements. 

OCCUPATIONAL OBJECTIVE: ^ specific recognized occupational goal, selec- 
ted by the student, the attainment of which is the purpose of his 
vocational instruction. Also called: CAREER OBJECTIVE. 

OCCUPATIONAL THEORY: The theory underlying occupational performances- 
information needed for making the judgments and analyses required 
by the occupation. 

OPEN STACKS: ^^^k shelves directly accessible to the students. 

ORIENTATION LITERATURE; Literature designed to acquaint prospective 

students, students, and other members of the institutional community 
with the institution and its offerings and services* 

OLH^COMES; Results of instruction, such as employment; increased earnings; 
and measured gains in occupational competency* The increments in 
abilities attributable to the learning experience* 

Ol/TPUT: Outcomes of the educational process. (See also: INPUT) 

OUTREACH; The process of interpreting vocational/technical education 
to the community and initiating contact with potential students, 
particularly that part of the clientele unlikely to be reached 
through normal promotion and recruiting efforts* May include 
adaptations made by an institution to assure delivery of services 
to its clientele. 

PERFORMANCE OBJECTIVES; statement of expected performance, the conditions 
under which the performance will take place, and the minimal accept- 
able criteria of performance* 

POPULATION NEEDS ANALYSIS: An analysis of the clientele's needs for 

occupational preparation^ retraining, updating or upgrading. Takes 
particular note of occupational preparation needs of unemployed and 
under-employed segments of the population included among the school's 
clientele* 

POSTSECONDARY VOCATIONAL/TECHNICAL EDUCATION: Education designed primarily 
for youth or adults wJio have completed or left high school and who 
are available for an organized program of study in preparation for 
entering the labor market. 

POST-TEST: A measure of performance ability conducted after an educational 

activity to determine its effectiveness in achieving planned objectives* 

PRE"TEST: A measure of performance ability conducted prior to an educational 
activity, to determine need and readiness for the activity, and to 
provide a base line for measuring the effectiveness of the activity 
in achieving desired outcomes. 
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PROCESS! ^sed in the term "process and product" to refer to' means used 
to achieve learning objectives. Includes all of the resources and 
efforts used by a school in attempting to develop learning. 

PRODUCT! Used in the term "process and product" to refer to educational 
outcomes . 

PROFESSIONAL! Relating to how to teach or manage learning; relating to 
the educational profession. (See: OCCUPATIONAL) 

PROGRAM! A portion of the institution's overall vocational/technical 

education component designed to prepare for entry into a particular 
occupation or cluster of occupations, or to enhance proficiency 
in the occupation. 

PROGRAM PLANNING: The process of planning activities and means for 

accomplishing a purpose. Includes definable steps: definition 
of problem, collection and analysis of relevant data, projection 
of alternative solutions, decision-making, and evaluation and 
modification following and during implementation. 

PROMOTION! Efforts designed to acquaint the public or specific groups 

with the school and its services, and to develop desired attitudes 
or responses. 

RECRUITMENT: Efforts designed to identify potential students and en- 
courage their enrollment. The focus is on specific individuals. 

RELATED INSTRUCTION: courses of instruction in general or special subjects 
(e.g., English and mathematics related to shop and occupational 
requirements) designed to strengthen occupational competence. 

RESOURCES: People, money and materials available to an institution in 
carrying out its purposes. 

RESOURCE: A source of supply, support, or aid. 

SCHOOL COMMUNITY: The total community from which the school draws students, 
support, and resources. 

SHOP: Work experience provided in a school setting simulating actual 

occupational conditions. Also the facility where such experience 
is provided. 

STAFF! People >»mployed to operate an institution or program. Includes 
administrative staff, instructional staff (faculty), supportive 
staff, clerical staff, custodial staff, and others. 

SUPERVISOR; The professional person responsible for the promotion, 
development, maintenance, and improvement of instruction in a 
g.'.ven field and over a given area. Much of the supervisor's 
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work is concerned with in-service training for instructors. In 
some states, the supervisors are called consultants. 

yOCATIONAL/TECHNiCAL EDUCATION COMPONENT? That, part of the institution 
devoted to occupational preparation and/or improvement of occu- 
pational proficiency. The sum total of vocational/technical edu- 
cation programs and services, 

WITHDRAWAL! ^ student who withdraws from the institution and/or program 
either temporarily or permanently, prior to completing the program. 
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ACCEPTABILITY, to clientele 43(la] 

ACCURACY/ °f materials 118(3] 

ACTIVITIES 80 (14k) 

student 65(6Zj; 77-78; 115(25] 

ADAPTABILITY/ to clientele 43-44(2] 
(See also: FLEXIBILITY) 

ADMINISTRATION 47-50, 36-59, 69(51, 
107-109 

ADMISSIONS 67-68, 109120-30] 

requirements 68(13], 109(21,23,25, 
^ 27! 

ADVANCED PLACEMEf/T 68(18J, 107(6], 

109(28] 

ADVISORY COMMITTEE 49(l2r,a], 52(llal, 
60-61, 65(9], 110, 111(3], 114(12] 

ALUMNI 77(10] 
APPLICATION FORM 

(See; ENROLWiENT AGREEMENT 
CONTR'iCT, student) 

APPRENTICESHIP *^l2d] 

APTITUDE TESTING 71(14J 

ARTICULATION 107(4], 117(15-161 

ATMOSPHERE 47(1], 48(10-111, 65(13]i 
79(2), 81(8], 108(13) 

ATTITUDES/ student 112(7), 114(20], 
116(5) 

(See alsos HABITS) 



AUDIT 46(14) 

AUTHORITY/ lines of 45(7); 47(3) 

(See also: DELEGATION, of authority) 
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BONDING 57(17) 

BUDGET 40(n]; 46(13], 56(3-9], 57(11,18, 
25); 64(2], 6918a), 106 (o) , 108(16], 
119(15) 

BUILDINGS 

(See; FACILITIES) 



c 



CAREER PLANNING 

(See: GUIDANCE 

OCCUPATIONAL, choice) 

CARRELS 

(See; STUDY CARRELS) 
CATAUDG 45(3], 58(34), 59(36] 

CHALKBOARDS 119(17) 

CHARACTERISTICS 

(see: COMMUNITi, characteristics 
STUDENT, characteristics) 

CLimTE 

(see: ATMOSPHERE) 
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CUBS 

(See: YOUTH ORGANIZATIONS 
ACTIVITIES) 

COWITMENT 35 116); 47 11); 52[12bl; 71 
(21); 108(12) 

cortiinEES 

(see: ADVISORY COMMITTEES) 
CCmJNICATION 69(51; 74(111; 107(9! 
COrrUNICATION a^ANNELS 47(51 
CCmJNl CATION SKILLS 44(31, ii6(5hl 



CONFIDEWIALITY 72(26), 75(2, 6-8J; 76 
191} 115(30-311 

CONSULTAMTS. use of 66(18] 

com" I NUING EDUCATION 40(g); 73(81, 106 

(gl; 115(28] 

COKTRACTS 

as delivery mode 44 (2k J 
student 58(31,34] 

COOPERATION 38(9], 63(io] 

COOPERATIVE PROGRAMS 43 (2b) 

COORDINATION 48112c), 69(7), 70111), 
108(14bJ 

CORRESPONDENCE SfUDY 44(2gj 

COST 43-44, 57(13-15], 62 (3a], 64 [4f], 
65l6f] 

COUNSELING 

(See: GUIDANCE) 
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CCHJRSE DEVELOPf^NT 44(7qi 
COURSE OUTLINE ll3(6b) 
CREDENTIALS 53(19) 
CRITERIA 

(See: STANDARDS) 

CUMULATIVE RECORDS 

(See: RECORDS) 

CURRICULUM ^'3(20a,21b], 73(51; 116-117 
content 116(6-7], 117(9) 
development 116(4] 

CUSTOMER RELATIONS ii6(5gj 

CUSTOMER V/ORK 

(see: WORK) 
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DATA COLLECTION 36-38; 39{3-5); 104[9J; 
105f2-4]; 111-112 
(See also: EVALUATION 
RESEARCH 
SURVEYS) 

DELEGATION/ of authority 45(61; 4714); 
54(26]; 64(3J 

DELIVERY SYSTEMS 43-44 

determining modes of delivery 43(1J; 

65[121? 112[91 
evaluation of 65(8]; 112(9] 
functions 4417] 
variety in 43-44(21 

DEMONSTRATIONS ll4(21bj; ii9(i4] 
DISAI/VAffTAGED 44(3f,n; 63(12); 67[4J 

DONATIONS 

(See: RESOURCE, development) 
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COMMUNITY 

agencies 38(9]; 63(10); 70[10fl; 74(11); 
104I8J 

cooperation 40(n,ol; 104(8]; 106ts! 
institutional impact 40[b,i); 64 [4e]; 

104(7); 106[i) 
need (See: NEED, community) 
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DROPOl/TS 

(see: WITHDRAWALS) 



E 



EFFECTIVENESS 43tlb|; 63(9); 64t4fJ; 
65[6f,12|; S0(14q|; 110(3, 9h]; 112(9) 

EFFICIENCY 43(lel; 48[12kl; 65(121; 
112(9) 



EMPLOYABILITY SKILLS 

(See: HABITS, work) 

EMPLOYERS 40(d,h,i]; 74(18-20); 102 
(7d]; JOSIcJ; 106(h,p-rl 

FifLOYMENT 

conanunlty needs for 3714a] 

conditions 3715b] 

student part-time 74(14); 115(29) 

E^FLOYMENT OPPORTUNITI ES 30 ( 3 ) ; 37 ( 5b j ; 

73(91; 99(3); .03[5c) 
identification of 69(6) 



ENGLISH LANGUAGE 44 (3f) 

ENROLL/€MT 62 (7a); 109(27]; 8(2); 121 
(15) 



ENROLLMENT AGREEfCNT 58(30,31); 59(36) 

EQUIPMENT 56(8); 62[3cl; 110(9cl; 118 
(1]; 120-121 

quality of 31(14]; 100(14] 
replacement of 56(7] 
selection of 53(21d) 
(See also: SUPPLIES 

tools;) 

ETHICS 58(33); 68(5.8]; 116(5f] 

EVALUATION 30|7); 35[18J; 44(7); 46 
112); 49(12t); 53I20bJ; 61111); 63 
111]; 64-66; 69(4); 74115,21); 75 
15] ; 99(7]; 102(14] ; 108(141]; 110 
16, 9h); 111-112; 114(10) 



by students 65(9); 77(6); 111(3]; 114 
dOp] 

in staff development 49|18b]; 5lI21e] 
of learning resources 79(6,3]; 80(11] 
(See also: STANDARDS) 

EXHIBIT SPACE U9[18] 
EXPENDITURES 57(19] 
EXPLORATION, occupational 58(32] 
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FACILITIES 31U4]; 62(3c]; 69-70(8]; 
77(7); 81-83; 122-123 

FACXTY 

(See: PERSOMNEL} 

FEEDBACK 65 (6q]; lll(6d); 114(11]; 116 
(3); 117(14) 

FIELD TRIPS 110(9e]; 114(21c) 

FINANCE 56-59, 62(5-6) 

FINANCIAL ASSISTANCE/ student 59(38) 

FLEXIBILITY 43-44, 56(5], 62(2], 63(3], 
107(3,5-6) 

FOLLOW-UP 30(6), 44 (7c), 64(4d,6dJ, 65 
(60]; 73-74, 99(6), 108[14k), 111 (Be), 
115(28] 

resources for 49 (Bo J, 73(2] 
FOOD SERVICES 55(33) 



G 



GENERAL ADVISORY C0WIT7EE 

(See: ADVISORY COMMITTEE) 
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GOALS 

(See: OBJECTIVES) 



GOVERNING BODY 45-46; 60[1] 

GROUPS 

(See: ACTIVITIES) 

GUIEANCE 30 [61; 44 [7c]; 53t20h]; 58 [32 J; 
65(6j); 67-74; 80[14j); 99(6]; 108[.^7]; 
109(27]; 115(22,26,27] 



H 



HABITS/ worJc 112 (7d]; 114(17]; 116 (5b, 
5d.i) 

(See also: ATTITUDES) 

HANDICAPPED 44t3i]; 63(12]; 67(4]; 88(11] 



I 



ILLUSTRATIONS 119(12) 

I^f*ACT/ studies of 

(See: COMMUNITY, institutional impact) 

IMPLE^€m■ATION 53(20gJ; 61(4d]; 66(14], 
73(2]; 112[10J 

INDEPENDENT STUDY 43l2f]; 44(2g,i]; 79 

-80; 114(15]; 118[6,71 

INDIVIDUAL DIFFERENCES 113(8]; 117(18J 
INDIVIDUALIZED INSTRUCTION 99t9l; 113 

19]; 119[10] 

INDUSTRY 

(See: NEEDS 

STANDARDS) 



INFORf^VTlON SYSTEMS 112(15] 
INTIATES/ of institutions 44 [3g] 

IN-SERVICE TRAINING 

of school personnel 49(17-19]; 50 
(21-23]; 52(12g]; 53 [21a]; 53-54 
122]; 54(25,28e]; 57(25]; 71(22]; 
80[14c,d], 108(14h,15] 
resources for 48(12 j); 50(20]; 108 
I14h] 

staff involvement 48[12i]; 53-54(22]; 
108[14gJ 

INSTITUTIONALIZED POPULATIONS 44 [3g] 

INSTRUCTION 44[7i]; 65[6k,ll]; 66[7c]; 
113-115; 117(13] 

breadth and depth of 30(4]; 99(5] 
I methods of 31 (131; 99(13]; 112(9] 

INSTRUCTIONAL WTERIALS 53(20d], 65(12]; 

110 (9c]; 113 [6d]; 118-119 
adequacy of 119(8] 

INSTRUCTIONAL MEDIA 118-119 
INSURANCE 57(22-24] 

INTERPRETATION, of program 
(See: PUBLIC RELATIONS) 

INVEffTDRY 57(20]; 80(10-11] 

INVDLVEMEWr 35(17], 48(7,8,12h,Z] ; 49 
(8q,15]; 51(3], 52112a]; 56(9], 61 
[9], 70(10]; 74[12],*77[4-5], 78(11], 

80(14] ; 102(13], 106It], 107(8,10]; 

108I14m,18]; 110(4], 111(5], 116(4] 
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JOB ANALYSIS 

(See: JOB PERFORMANCE REQUIREMENTS 
OCCUPATIONAL ANALYSIS 
OCCUPATICmL SURVEYS) 
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JOB MARKET 

(See: LABOR MARKET) 



JOB PERFORfWiCE REQUIREMENTS 3J[5]j 44 
(7e] 

(See also: OCCUPATIONAL REQUIREMENTS) 



L 



LABOR MARKET 

analysis 44 [7d] 

(See also: OCCUPATIONAL ANALYSIS) 
need (See: NEED, labor market) 
surveys 61 [4a] 

LAWS 48[9]; 107 [11]; I18(4h] 

LEADERSHIP 48-49[l2,16] 56110]; 62[6]; 
108 [14] 

LEARNING/ principles of 107(3]; 119111] 
LEARNING RESOURCE CENTER 

(See: LIBRARY) 

LEARNING RESOURCES 56 [6]; 79-80; 118- 
119 

(See also: RESOURCES) 

LEGAL AUTHORIZATION/ for institution 
45I1-2J 

LEGAL REQUIREMENTS 57[16J, 81[10]; 103 

[5f]; 10711] 

LIBRARY 79-80 

(See also: LEARNING RESOURCES 
RESOURCES) 



LICENSING 

as occupational requirement 68 [16]; 

103{5e]; 109[26]; 112[8] 
for instructors S3 [19] 



(jOAD/ teaching 51 [7] 



M 



MAirfTENANCE 

of institution 54 [28]; 82 [23, 24] 

of learning resources, equipment 79 [4]; 

120I11J 
preventive 115 [24] 

MANAGEMENT 45-62; 107-109 
classroom 53[20e]; 114 [15] 

MANAGEMENT TRAINING 44[3e] 

MW^POWER 

needs 36 [2]; 37 [4d] 

surveys 30 [9]; 64 (4a, 6a) 

(See also: LABOR MARKET) 

MEASUREMENT 48[12d,e]> 64-66; 10B(14c,d]; 
116(3] 

MEDICAL FACILITIES 54[29-3iJ 
MEETINGS 

advisory conmittees 61 [l6-9] ; 70 [11 J ; 

110; 108(18] 
governing body 45(9-11] 
professional 53 (22a]; 54[22d] 
staff 48(8]; 70(11]; 107(10] 

MILITARY SEPARATEES 44 (3h] 

MINORITY GROUPS 44(3l]; 63(12] 

MINl/TES 

advisory committee 61(8]; 110(5] 
governing body 45(11] 

MODEL 

Uie instructor as 53(18} 
as visual aids 118(4] 



LINES OF AUTHORITY 

(Sewi) AUTHORITY) 



MORALE 48(10]; 52I9J 
(See also: ATMOSPHERE) 
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MOTIVATION 109 [29b] 
MULTI-MEDIA 

(See: INSTRUCTIONAL MATERIALS 
INSTRUCTIONAL MEDIA 
LEARNING RESOURCES) 



N 



NEED 

clientele 36[1,3]; 39[4]; 61[4b]; 68 

110-11]; 105(3) 
community 30 [8]/ 34 [8d, 13a); 52 {12c); 

56[10J; 62[2); 63112); 99[8) 
former students 34 [13b) 
identifying, assessing 36-38; 48 (12a]; 

53[20); 63[8); 65[7); 108[14a) 
labor market 37[5]; 61[4b); 103(4, 5g) 
student 31(16); 52(12d); 75-76; 77-78; 

99[8}; 100(16]; 108(14a]; 118[2] 



o 

OBJECTIVES 33-41; 48[12bJ, E.0{21J; 69 
(1-3] J 7712] J 101-106; 109[30]; 113(1]; 
116(1) 

achievement of 34(9); 39-41; 64(1); 

102(8]; 105-106 
clientele served 33(4]; 101 [4a] 
known to student 113(2] 
measurable 34(7]; 69(1]; 101(7] 
realistic 34(10,11]; 102(9,15] 
statement of 33-35; 101-102 

OBSOLESCENCE 34[13c]; 63(8]; 79(7]; 119 
(16]; 120(4] 

OCCUPATIONAL 

choice 68(14]; 69(3]; 71(15]; 109[29a]; 
115(27]; 117(11] 



competence 52(13]; 53(14-16,19]; 110 
[9f] 

organizations 103 [5d]; 106(j] 
representatives 31(12]; 99(12] 

OCCUPATIONAL ADVISORY COMMITTEES 

(See: ADVISORY COMMITTEES) 

OCCUPATIONAL ANALYSES 30 ( 11 ] ; 44 [ 7e ] ? 

64[4c,6c]; 99(11]; 103(1]; lll[6a] 

XCUPATIONAL INFORMATION 69(6]; 70[9); 

71(15]; 73(10]; 108(17], 110(9a]; 117 
(11] 

OCCUPATIONAL REQUIREMENTS 29 (2b], 30 

(10]; 31(16]; 37 (4e]; 98 (2b]; 99(9,10]; 
100{16]; 103(3, 5a]; 107[2]; 108(17]; 
116(2] 

(See also: JOB PERFORMANCE REQUIRE- 
MENTS 

PERFORMANCE fiTANDARDS 
STANDARDS) 

t 

OCCUPATIONAL SURVEYS 6l(4a)i 103(5h]; 
104(5i) 

OFFICE SPACE 122 [8) 

OPTIONS/ students 117(8) 

ORGANIZATION 45-46; 49(13-14]; 107-109; 
117(151 

classroom 114 (18) 

of learning resources 79(2); 80(13]; 
119(11) 

to facilitate instruction 46(16] 

ORIENTATION 71(23], 72(24-25); 79(5); 
108(19) 

OUTCOMES 39-41; 73-74; 105-106 
expected 34 (6c]; 101 (4d] 
measurement, evaluation of 66(16) 
negative 35(19); 40; 102(16); 106 
U-j] 

OUTREACH 44(7b]; 67(3]; 68(6,12,16) 
(See also: PROMOTION 

RECRUITMENT) 
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PARAPROFESSIONALS 

(See: PERSONNEL) 

PARTICIPATION (staff, students, clien- 
tele) 

(See: INVOLVEMENT) 

PERFORMANCE OBJECTIVES 107(7); llO[9g]; 
ill[6cj; 113[3,6a,7J; il4(10a,b,d) 
(See also: OBJECTIVES) 

PERFORmNCE STANDARDS/ measurable 34 

17]; 101 [6] 

(See also: STANDARDS) 

PERSONNEL ^1-55 

adequacy of 52(10); 54[27| 
library 79(1); 80 [14) 
paraprofessional 55 [34), 114 [21a) 
policies 51(8); 5219] 
position descriptions 51 [5-6) 
qualifications 31(18]; 52-54(11-221; 

61[4eJ; 71(19]; 100(18); 110[9cJ 
requirements 62 ( 3d ) 
selection 54(24); 61 [4e); 110 (9b) 
supporting 54-55(23-35) 

PHILOSOPHY 33-35; 52(12e); 69(1]; 101- 
102 

published 33(1,2); 101 (1| 
disseminated 33 (2i; 101 (1| 



PLACETCNT 30 (6); 40(a); 44 (7c), 65 (6o]; 
71116]; 73-74; 99(6]; 105IaJ; 108(14Jc]; 
110(9d); lll(6e); 115(28); 117(12) 

PLANNING 34[8c]; 62-63; 74(20); 101t7cl 
long-range 37(6-7); 56(2]; 62(2); 63 

(8); 104(6-7) 
program 44(7fJ; 103-104; 107(2]; 112 
(14) 

PLANT 

(See: FACILITIES) 




POLICIES 45(5,8); 48(6); 54(35); 55(36) 
admissions 68(9,10,12,18); 109(20,29, 
30] 

emergency 55 [32] 

financial 56 (5) 

recruitment 67(1-2); 109(29) 

POPULATION 

needs analysis 44 [7a) 
needP p^^rvey j 64 (4b, 6b) 

POSITIONS 

(See: STAFFING PATTERNS) 

PREPARATORY CURRICUU 44 [3] 
PREREQUISITES 

(See: ADMISSIONS) 

PRIORITIES 62 [4] 

PROCUREMENT/ of supplit s and equipment 
80(14b|; 120(7) 

PRODUCTION WORK 

(see: WORK) 

PROFESSIONAL 

competence 53(20] 

development (Sees IN-SERVICE TRAINING) 
organizations 5?(12f] 
preparation 52(llbJ 

PROGRAM PLANNING 

(See: PLANNING, progreun) 

PROGRAMMED INSTRUCTION 43(2fl, 118(411 ^ 

PROGRESS CHARTS 114(13J 

PROMISSORY NOTES 58 (34 J 

PROMOTION 44 {7b], 65l6h] 
(See also: CXJTRSACH 

RECRUITMENT) 
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PUBLIC RELATIONS 48tl2f]; 61[5], 65[13]; 
68(6,12]; 74I19J; 78(12]; 108(14e]; 110 
[8] 

PURCHASING 57(19] 

student supplies 121(15-16] 
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QUALIFICATIONS 

(See: PERSONNEL, qualifications) 

QUALITY CONTROL 34(i3d], 64(4]; iii[i] 
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READING LEVEL/ of written materials 119 
[9J 

RECORDS 58[27]; 73(7]; 82(20]; 115(31] 
financial 57 (12 J; 58(26,29] 
student 75-76 

RECRUITMENT 44(7bl, 48(12in]; 64-65(6], 
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vocational education 44(3) j 62 1 7b] 
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STOCKROOM SYSTEMS 120[6] 
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STUDENT 
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STUDY CARRELS 79(3) 
SUPERVISORS 53(21) 
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SUPPLEMENTARY INSTRUCTION 44 (3b) 

SUPPLIES 57(21], 120-121 
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SURVEYS 
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TELEVISION 44 (21) 
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TOOLS 120-121 
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TRANSCRIPTS 75 [3-4 J 
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VDCATIONAL/TECHNICAL EDUCATION, 

characteristics of 29-31; 51(2); 98-100 



w 



WITHDRAWALS 63(12]; 107(5-61 

VXMK, "live" ll0(9e]; 114(14]; 123(181 



WORK EXPERIENCE 
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